abode  fghijklmn 

t*  •»  •#  tt  ••  ••  ••  #•  «•  • # #*  t«  ##  •• 

7.  #.  77  «•  ••  • * §•  ••  »«  ••  *♦  .*  •# 


cr « 


•n  if* 


boJS: 


n 


<D  f 


BRAILLE 

TRANSCRIBING 

■'  .1 ; ''' 

Standard  English  Braille 
Grade  One  and  Grade  One  and  a Half 


+ 


A- 


: j 


THE 

AMERICAN  NATIONAL  RED  CROSS 
WASHINGTON,  D.  C. 


HV1669 

A54 

1939 


••  ••  ••  • • ••  ••  *•  *•  *•  *#  .#  •• 

• • ••  ••§#••••  ••  ••  ••  ••  ••  #• 

• • ••  ••  ••  *•  #•  • • •#  ••  ••  •• 

z & x a a n__i  s j b d o 


:?p 


••  O' 

• I w 


o 


•{a 

#•  ^ 


• »U 


!*••» 

tifo 

•i'* 


•••  * 

• ••  M 

• ••  * 


I 


BRAILLE  TRANSCRIBING 


Standard  English  Braille 
Grade  One  and  Grade  One  and  a Half 


A MANUAL  FOR  WORKERS 


THE  AMERICAN  NATIONAL  RED  CROSS 


WASHINGTON,  D.  C. 


Copyright  1921,  1938,  1939  by 
THE  AMERICAN  NATIONAL  RED  CROSS 


m iu*> 

ft 

CC?Ptf 


The  poem  October  used  in  Lesson  VI  is  taken  from 
Just  Folks  by  Edgar  A.  Guest,  Copyright  1917, 
and  is  here  printed  with  the  permission  of  the  pub- 
lishers, Reilly  & Lee  Co.,  Chicago. 


Contents 


Page 


I.  BRAILLE  TRANSCRIBING  5 

II.  ALPHABETS  AND  LESSONS  15 

III.  GENERAL  RULES  32 

APPENDIX  A— WORD  LIST  47 

APPENDIX  B— MODEL  PAGE  OF  TEXT, 

TITLE  PAGE, 

CONTENTS  PAGE  51 

APPENDIX  C— ACCENTS, 

DIAERESIS, 

DIPHTHONGS  54 

INDEX  57 


Digitized  by  the  Internet  Archive 
in  2016 


https://archive.org/details/brailletranscrib00unse_1 


I 

Braille  Transcribing 


This  Manual  on  Braille  Transcribing  is,  as  its  name  implies,  a hand- 
book on  braille.  It  covers  not  only  the  technique  of  the  system,  but 
also  the  many  details  necessary  in  the  preparation  of  a braille  book  before 
it  can  become  part  of  a library  collection.  The  course  of  study  has  been 
evolved  through  years  of  experience  in  teaching  sighted  persons  by  corre- 
spondence and  otherwise  to  write  accurate  braille.  It  is  not  intended  as  an 
instruction  book  for  blind  persons  learning  to  read.  Such  helps  may  be 
had  from  libraries  or  associations  for  the  blind.  Each  edition  aims  to  be 
an  improvement  on  the  preceding  one.  Many  worth  while  suggestions 
have  been  received  from  transcribers  and  others.  All  have  been  carefully 
considered,  and  when  found  of  value,  have  been  incorporated  in  the  next 
issue.  It  now  represents  the  best  thought  of  many  experts,  and  as  such 
is  offered  to  the  friends  of  braille  by  the  American  Red  Cross. 

Grades  of  Braille 

Standard  English  Braille,  as  now  adopted  in  this  country,  consists 
of  four  grades:  Grade  One,  uncontracted;  Grade  One  and  a Half,  simply 

contracted;  Grade  Two,  moderately  contracted;  and  Grade  Three,  highly 
contracted,  used  mostly  by  students.  This  Manual  deals  only  with 
Grade  One  and  Grade  One  and  a Half.  These  two  grades  may  with 
sufficient  practice  be  mastered  in  the  ten  lessons  on  pages  18-31.  These 
are  followed  by  a test  and  the  copying  of  a trial  manuscript. 

The  lessons  have  been  found  eminently  satisfactory  by  both  in- 
dividuals and  groups.  When  arrangements  have  been  completed  with 
the  local  chapter  of  the  Red  Cross,  prospective  students  may  undertake 
Exercise  I on  page  20,  and  mail  the  result  of  their  efforts  to  the  Braille 
Transcribing  Section,  Service  for  the  Blind,  Library  of  Congress,  Wash- 
ington, D.  C.,  for  criticism  and  correction.  With  the  first  work  forwarded 
to  Washington,  the  student  should  send  the  detachable  blank  on  page  63, 
properly  filled  out.  This  blank  must  bear  the  signature  of  the  proper 
chapter  official,  showing  authorization  of  the  student’s  affiliation.  Before 
a student  can  be  certified,  National  Headquarters  must  be  notified  that 
arrangements  have  been  made  with  the  local  chapter  to  underwrite  the 
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cost  of  proofreading  of  all  manuscript  that  may  subsequently  be  produced 
for  general  circulation.  Beginners  are  promptly  given  the  names  and 
addresses  of  any  nearby  certified  transcribers  or  qualified  blind  teachers 
who  may  give  them  encouragement  or  assistance. 

How  to  Write  Braille 

There  are  two  ways  of  writing  braille  by  hand:  with  a writer  or 

with  a slate.  The  advantages  of  the  writer  are:  visible  writing,  mini- 

mized physical  effort,  and  somewhat  quicker  work.  Braille  written  on  a 
slate  is  quite  as  satisfactory  as  that  done  on  a writer.  The  slate  is  in- 
expensive and  easily  carried  about. 

Equipment — and  Instructions  for  Using 

Braille  writer.  The  keyboard  of  the  braille  writer  has  six  keys 
corresponding  to  the  six  dots  of  the  braille  group.  Any  or  all  may  be 
struck  at  one  time  to  emboss  any  combination  of  dots.  The  space  bar 
is  the  key  in  the  center.  The  keys  are  the  three  on  each  side  of  the  space 
bar,  the  two  next  the  space  bar  being  operated  by  the  index  finger  of  each 
hand  and  embossing  the  top  dots  of  the  braille  cell;  the  two  middle  keys 
are  operated  by  the  second  fingers,  and  the  two  outer  keys,  which  make 
the  bottom  dots,  by  the  third  fingers.  By  using  the  fingers  thus  the 
greatest  accuracy  and  speed  are  obtained,  as  with  an  ordinary  typewriter 
by  the  touch  system. 

To  produce  bold  braille  with  the  least  effort  raise  the  hands  until 
the  tips  of  the  fingers  are  well  above  the  keyboard,  then  strike  the  keys 
a sharp  blow;  the  weight  of  the  hands  assists  in  this  “hammer”  method. 
Pushing  down  on  the  keys  has  a tendency  to  make  characters  with  dots 
of  uneven  heights,  and  is  fatiguing. 

A restful  position  requires  that  the  writer  be  on  a low  table  so  the 
operator  may  work  with  the  elbow  in  a natural  position  and  the  wrist  on 
the  same  level. 

All  machines  depend  for  successful  operation  directly  upon  cleaning 
and  lubrication.  Oil  regularly  according  to  advice  received  with  the 
machine,  and  eliminate  some  of  the  possibilities  of  getting  a machine  out 
of  order. 

The  parts  of  a machine  are  held  together  with  screws  and  bolts. 
Keep  them  tight  with  screw  driver  and  wrench. 

Braille  slate.  The  Braille  slate  consists  of  a backboard  with  a movable 
metal  guide  and  stylus.  Place  the  metal  guide  horizontally  on  the  back- 
board  with  the  open  end  at  the  right.  Fit  it  into  the  holes  nearest  the 
top  on  each  side;  Lift  the  clamp  at  the  top  of  the  board  and  place  the 
paper  (one  of  its  long  sides)  as  far  up  as  it  will  go  and  a little  over  the 
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Braille  Slate 

left-hand  edge  of  the  board.  Let  it  pass  between  the  upper  and  lower 
part  of  the  guide.  Close  down  the  clamp  which  holds  the  paper  in  place. 
The  paper  is  now  inserted  so  lines  of  writing  will  run  the  long  way  of  the 
page. 

In  the  top  of  the  guide  are  openings  corresponding  to  the  braille 
cell.  Through  these  openings,  dots,  one  at  a time,  are  pressed  with  a 
stylus.  Hold  the  stylus  as  nearly  vertical  as  possible  with  the  top  resting 
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under  the  soft  part  of  the  forefinger  between  the  second  and  third  joints. 
Do  not  hold  it  like  a pencil.  Press  dots  into  the  paper  through  the  open- 
ings in  the  guide.  Note  that  six  dots  can  be  made  in  each  opening  or 
cell;  one  in  each  corner  and  two  in  the  middle.  If  the  point  of  the  stylus 
presses  the  paper  vertically  it  will  make  the  dot  directly  into  the  pit 
below.  If  the  stylus  strikes  the  edge  of  the  pit  it  makes  a poor  dot  and 
cuts  the  paper. 

Writing  is  done  from  right  to  left,  making  one  character  in  each 
cell,  or  opening,  in  the  guide.  Skip  one  cell  for  a word  space.  When 
four  lines  have  been  written,  raise  the  top  of  the  guide  at  the  right  to 
release  the  paper,  and  lifting  each  end,  slide  it  down  into  the  next  holes. 
This  will  give  perfect  alignment.  Continue  lowering  the  guide  until  the 
whole  page  has  been  written. 

To  work  without  unnecessary  fatigue,  the  slate  must  be  on  a table 
low  enough  for  the  operator  with  elbow  in  a natural  position  to  write 
without  having  the  wrist  on  a higher  level. 

Paper.  Paper  tested  and  approved  by  the  Red  Cross  must  be  used. 
The  standard  size  at  present  is  11  x 11^  inches,  the  writing  to  run  the 
long  way  of  the  page,  allowing  25  lines  to  a page.  Braille  written  on 
unsuitable  paper  is  a waste  of  time  and  effort.  A hand-copied  braille 
book  should  last  many  years,  but  its  life  depends  first  upon  the  life  of  the 
paper.  “Braille  paper”  sold  to  pupils  by  schools  for  the  blind  is  usually 
for  temporary  notes  and  not  selected  with  a view  to  its  lasting  qualities. 
All  papers  containing  ground  wood  pulp  and  sulphite  fiber  rapidly  become 
brittle.  Students  may  find  local  paper  less  expensive  which  may  be  used 
for  lessons  and  trial  manuscripts. 

Erasers.  Erasers,  to  press  down  braille  dots,  will  be  furnished  with 
the  paper,  if  desired.  The  eraser  supplied  is  made  of  hardwood,  but 
any  blunt  instrument  may  be  used,  provided  it  has  a small,  flat,  smooth 
point  which  will  not  cut.  Corrections  are  discouraged.  If  made,  they 
should  look  neat  and  press  the  paper  thoroughly  back  into  place  so  the 
dots  will  not  swell  up  when  shellac  is  applied.  Swing  the  eraser  first 
about  the  outer  edge  of  the  dot,  then  press , do  not  rub. 

Dictionary.  The  American  Printing  House  for  the  Blind  and  the 
Braille  Institute  of  America,  Inc.  have  collaborated  in  embossing  in 
braille  Webster’s  Students  Dictionary  for  Upper  School  Levels.  In 
compiling  this  Manual  Webster’s  New  International  Dictionary  was  used. 
These  are  recommended  as  authority  in  transcribing. 

Many  have  become  familiar  with  Funk  & Wagnalls  Standard  Dic- 
tionary and  it  may  be  a real  hardship  to  make  the  change.  For  all  such 
transcribers  due  allowance  will  be  made.  The  differences  between  the 
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two  dictionaries  are  not  many  and  transcribers  will  soon  learn  the  variations 
from  proofreaders’  reports. 

NOTE:  Further  information  and  prices  of  the  different  items  of 

equipment  are  given  in  the  accompanying  leaflet,  “Braille  Transcribing 
Equipment.” 


How  to  Prepare  Braille  Manuscript 

Be  sure  that  the  paper  is  placed  in  the  slate  or  writer  so  that  the 
lines  will  run  the  long  way  of  the  page. 

Margin.  There  must  be  a margin  of  not  less  than  134  inches  on  the 
binding  side,  which  is  the  left  side  of  writer  work,  right  side  of  slate  work. 
A wider  margin  is  an  advantage  and  can  be  obtained  when  the  slate  is 
used.  The  top  and  bottom  edges  should  have  at  least  34  inch  margins, 
and  the  outside  edge  34  inch  margin. 

Follow  text  exactly  to  give  a blind  reader  the  benefit  of  the  author’s 
full  intention.  Abridged  texts  are,  as  a rule,  undesirable.  If  for  any 
reason  special  omissions  are  made  or  selections  compiled,  the  fact  should 
be  indicated  in  the  beginning  of  the  book.  It  is  unwise  to  transcribe 
serials.  The  book  which  will  likely  soon  appear  makes  much  better  copy. 

P aging.  Follow  Rule  15.  Because  mistakes  in  page  numbers  are 
confusing  and  difficult  to  correct,  before  putting  a sheet  into  the  slate  or 
writer  number  it  lightly  in  pencil  in  the  upper  left-hand  corner  to  indicate 
the  braille  number  to  be  written.  If  mistakes  in  paging  occur  do  not 
attempt  correcting.  Leave  this  to  the  expert  proofreader. 

Title.  The  title  of  a book  must  be  in  all  capitals  centered  at  the  top  of 
each  page , on  the  same  line  with  the  page  number.  After  the  first  page 
it  should  not  begin  at  the  margin.  (See  model  page  of  text,  page  51.) 
To  lessen  the  work  and  provide  for  three  clear  spaces  before  the  number 
and  at  the  beginning  of  a line,  long  titles  may  be  shortened,  as  An  African 
Farm  for  The  Story  of  an  African  Farm , Song  of  the  Cardinal  for  The  Song 
of  the  Cardinal , or  What  Have  You  to  Give  for  What  Have  You  Got  to  Give. 
Do  not  abbreviate  words.  As  another  method  of  shortening  the  title, 
double  capitals  may  be  eliminated  and  only  the  important  words  need 
be  capitalized.  Leave  no  space  between  the  title  and  text  except  on  page  1. 
Put  the  book  title  at  the  top  of  every  page  of  a book  of  separate  stories , 
essays , etc.  Put  the  titles  of  the  stories  on  the  page  of  contents  and  on 
page  1 of  each  story,  essay,  etc.,  below  the  book  title,  with  a space  between 
book  title  and  story  title,  and  between  story  title  and  text.  The  same 
arrangement  is  correct  for  chapters  of  books.  Thus:  Book  title,  space, 

chapter  number,  space,  chapter  title,  space,  text. 

Paragraphing  and  spacing.  See  the  last  half  of  the  preceding  para- 
graph. Rule  4 should  be  closely  followed. 
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Volumes.  An  ideal  braille  volume  should  contain  from  90  to  100 
pages,  but  occasionally  it  will  be  found  necessary  to  make  smaller  or 
larger  volumes.  Begin  each  chapter  on  a new  page  if  the  preceding  one 
ends  below  the  middle  of  the  page,  or  if  it  seems  likely  to  be  the  end  of 
a volume;  otherwise,  proper  spacing  may  be  made  and  the  new  chapter 
begun  on  the  same  page.  To  make  volumes  uniform  in  size,  which  is 
most  desirable,  chapters  may  be  divided  at  the  end  of  a paragraph  where 
a break  in  the  thought  affords  a suitable  place.  Transcribers  who  can 
judge  and  divide  as  they  work  (estimating  the  whole  before  starting)  will 
often  save  recopying  pages  where  division  must  occur. 

Title  pages.  Every  completed  volume  should  have  a title  page  made 
according  to  “model.”  (See  page  52.)  Always  include  subtitles  and 
explanatory  titles  and  the  name  of  author  copied  exactly  from  the  text.  This 
information  should  be  spaced  so  as  to  look  well  on  the  page,  allowing 
about  the  same  margin  at  the  top  and  bottom.  Arrangement  will  vary 
according  to  the  information  to  be  transcribed. 

Page  of  contents.  If  chapters  are  named,  each  volume  should  have 
a page  listing  the  contents.  If  chapters  are  merely  numbered,  no  contents 
page  is  required.  (Follow  model,  page  53.) 

Prefaces , forewords  and  dedications  should  be  transcribed.  (See 
Rule  15.) 

Footnotes  which  seem  of  value  to  a reader  should  be  copied.  (See 
Rule  9.)  Illustrations , diagrams , etc .,  are  necessarily  omitted,  so  also 
should  be  reference  to  them.  The  index  so  often  appearing  in  the  back 
of  a book  may  also  be  omitted  when  its  value  to  the  touch  reader 
is  doubtful. 

How  to  end  each  volume  and  the  completed  text  is  explained  in  Rule  15b. 

Shellacking 

The  back  of  every  page  of  hand-copied  braille  to  be  bound  into 
books  for  circulation  needs  a coat  of  shellac  to  keep  the  dots  firm.  There 
is  some  advantage  in  having  this  work  done  before  manuscript  is  mailed, 
but  it  is  not  necessary.  Corrections  can  be  made  after  shellacking.  Some 
transcribers  prefer  to  shellac  their  own  manuscript;  some  enlist  the  services 
of  members  of  the  family,  friends,  or  Red  Cross  members  who  are  not 
transcribers;  others  forward  work  unshellacked  and  it  is  done  in  Wash- 
ington by  the  Staff  Assistance  Corps  of  the  District  of  Columbia  Chapter, 
and  allied  groups,  such  as  the  Junior  League,  Girls’  Friendly  Society, 
and  others.  A correctly  shellacked  sample  page  will  be  sent  upon  request. 
How  the  work  may  be  satisfactorily  done  is  here  described. 

Liquid  white  shellac  and  denatured  alcohol  are  combined  and  applied 
with  a camel’s  hair  brush.  A good  brush  is  an  inch  wide  and  has  bristles 
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about  an  inch  and  a half  long.  Shake  the  shellac  container  well  before 
pouring  any  out,  then  stir  thoroughly  into  two  parts  of  shellac  one  of 
alcohol.  They  do  not  mix  readily,  but  must  be  well  blended  to  avoid 
streaked  pages.  These  proportions  should  produce  a mixture  nearly 
right  for  use.  Test  it  by  shellacking  a piece  of  paper.  There  should  be 
no  gloss , but  when  dry  the  page  should  show  that  it  has  been  shellacked. 
It  is  impossible  to  give  exact  proportions  for  proper  dilution  as  shellac 
varies.  Some  may  require  almost  an  equal  part  of  alcohol.  Thin  any 
shellac  to  a point  just  below  the  point  of  glossing.  Too  thin  a mixture 
warps  the  paper  and  does  not  harden  the  dots,  and  too  thick  a mixture 
either  fails  to  go  into  the  depressions  or  seeps  through  broken  dots  and 
makes  them  sharp  and  uncomfortable  to  touch.  Shellac  should  be  put 
on  with  the  tip  of  the  brush  so  the  bristles  go  into  the  braille  depressions. 
Stipple , do  not  brush , and  do  not  coat  the  margins  or  blank  parts  of  a page. 
Prepare  small  amounts  of  shellac  at  a time  as  it  thickens  quickly.  To 
keep  the  consistency  right  a little  alcohol  may  have  to  be  added  while 
working.  Press  wet  brushes  against  the  side  of  the  container  to  squeeze  out 
all  excess  shellac , so  that  the  part  of  a page  first  shellacked  may  not  be  more 
heavily  coated  than  the  rest.  Care  should  be  taken  to  let  the  shellac  dry 
thoroughly  before  stacking  pages,  otherwise  they  will  stick  together. 

Mailing  Instructions 

Fasten  inside  every  package  of  manuscript  a slip  bearing  in  braille 
and  in  ink  the  name,  address  and  chapter  of  the  transcriber,  the  title, 
author  and  number  of  pages  of  the  book.  If  the  manuscript  does  not 
begin  with  page  1 and  finish  with  the  end  of  the  entire  book,  state  from 
what  page  to  what  page.  These  details  make  it  possible  to  record  and 
acknowledge  the  receipt  of  manuscript,  and  to  leave  the  volumes  padded 
and  tied  up  ready  to  send  to  the  proofreader.  Material  is  frequently 
unwrapped  in  the  mail  room,  so  the  address  of  the  sender  on  the  outside 
of  the  package  is  not  sufficient  to  identify  it.  Please  arrange  pages  in 
order,  not  as  you  write  them  with  the  slate,  but  as  the  blind  read  them, 
embossed  side  uppermost.  Lay  a thickness  or  two  of  newspaper,  the 
size  of  the  manuscript,  between  groups  of  pages,  protect  with  cardboard, 
or  better  still,  place  in  heavy  pasteboard  carton,  wrap  with  paper  and  tie 
securely.  Franking  labels  will  be  supplied  by  the  Braille  Transcribing 
Section.  Be  sure  that  they  are  well  pasted  on  the  package  which  should 
not  be  too  large;  about  four  pounds  is  desirable.  Do  not  write  on  the 
package  “ Free  Reading  Matter  for  the  Blind.”  Address:  Braille  Tran- 

scribing Section,  Service  for  the  Blind,  Library  of  Congress,  Washington, 
D.  C.  When  forwarding  manuscript  it  is  well  to  send  a letter  separately 
containing  the  same  information  as  given  on  the  slip.  This  will  enable 
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the  office  in  Washington  to  be  on  the  lookout  for  the  package,  and  if  there 
is  delay  to  institute  immediate  search  for  it. 


Trial  Manuscript 

A trial  manuscript  should  consist  of  40  pages  when  the  standard 
size  paper,  11  x 11^  inches  is  used;  if  a smaller  size  is  used  50  pages  are 
required.  Such  manuscript  will  be  returned  on  request. 

Material  for  trial  manuscript  written  with  a view  to  a certificate  is  to 
be  chosen  by  the  student  and  need  not  be  submitted  for  approval.  Trial 
work  is  not  ordinarily  bound  into  permanent  form,  but  is  used  for  tuber- 
cular readers,  and  others  who  may  not  borrow  from  libraries,  and  in  such 
distribution  fills  a real  need.  For  this  reason  choose  new  matter  from 
current  periodicals  in  preference  to  well-known  and  classic  stories  (Kipling, 
O.  Henry,  de  Maupassant,  etc.),  which  are  sure  to  have  been  copied 
already.  The  ink  print  copy  need  not  be  sent  with  the  trial  manuscript. 

Nothing  written  before  the  test  has  been  approved  is  accepted  toward 
a certificate,  or  proofread.  Do  not  send  trial  manuscript  in  installments. 
It  can  neither  be  accepted  nor  reported  in  parts.  The  title  page  is  an 
important  part  of  the  trial  manuscript.  (See  “Title  pages,”  page  10.) 

To  facilitate  acknowledgment  and  proofreading  of  the  trial  manu- 
script, tag  it  in  braille  and  in  ink  “ Trial  Manuscript ,”  and  send  under 
separate  cover  a letter  saying  there  is  being  forwarded  a Trial  Manuscript 


entitled by 

in pages,  transcribed  by 

of Chapter,  A.  R.  C. 


Trial  manuscripts  are  read  in  turn,  but  it  is  aimed  to  have  them 
reported  as  soon  as  possible.  If  not  heard  from  within  a reasonable  time, 
make  sure  that  there  has  been  no  delay  in  shipment,  then  call  attention 
to  the  matter. 

While  waiting  for  reports  students  should  practice.  Practice  braille 
may  be  given  to  blind  acquaintances  or  sent  in  for  special  uses  if  marked 
in  braille  on  page  1 “Practice  Work.”  It  is  neither  proofread  nor  bound, 
but  is  given  to  individual  readers. 


Certificates 

All  students  whose  trial  manuscripts  are  found  to  be  satisfactory 
are  awarded  the  certificate  for  proficiency  in  braille  transcribing,  issued 
by  the  American  National  Red  Cross.  Certificates  are  issued  twice  a 
month  and  distributed  through  Red  Cross  chapters. 
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Selection  of  Material  for  Work  after  Certification 

In  order  to  avoid  duplication,  all  material  to  be  brailled  after  certi- 
fication must,  before  work  is  begun,  be  approved  by  the  Director  of  Braille , 
or  by  the  library  for  which  the  material  is  to  be  copied , and  the  Director  notified. 

Transcribers  are  urged  to  suggest  material  they  wish  to  copy.  It  gives 
greater  variety,  and  has  been  found  more  satisfactory  to  the  individual. 
It  is  safe  to  believe  that  one’s  tastes  are  parallel  to  those  of  touch  readers. 
When  selecting  books  bear  in  mind  that  variety  is  needed  and  every  kind 
of  good  literature  is  desirable:  fiction,  biography,  travel,  history,  essays, 

philosophy,  science,  poetry  and  drama.  Time  will  be  needed  by  the 
Director  of  Braille,  assisted  by  a competent  Book  Committee,  to  consider 
all  titles  submitted  and  the  transcriber  will  be  notified  of  the  decision  as 
soon  as  possible.  If  such  suggestions  cannot  be  approved,  a list  of  rec- 
ommended material  will  be  furnished  the  transcriber  from  which  to 
select  her  future  work. 

Beginners  should  not  undertake  long  books.  A story  or  article  making 
one  or  two  volumes  will  be  more  desirable.  As  soon  as  one  has  had 
sufficient  experience,  it  is  hoped  she  will  undertake  books,  as  beginners 
copy  an  abundance  of  short  articles  and  stories.  Transcribing  a book  seems 
an  undertaking.  For  some  it  may  mean  a year’s  work,  but  it  is  worth 
while  and  rewarding.  Completing  a chapter  is  not  unlike  finishing  a 
story,  and  a book  in  chapters  is  more  desired  by  most  blind  readers  than 
a volume  of  articles  or  stories. 

It  is  difficult  to  avoid  some  duplication  of  short  manuscript,  and  for 
this  reason  such  material  will  be  distributed  among  libraries  for  the  blind 
and  individuals,  unless  transcribers  indicate  their  preferences  in  the 
matter. 

Send  Only  Completed  Manuscript 

Only  finished  articles  and  books  are  proofread.  In  the  case  of  books, 
however,  special  arrangement  may  be  made  to  send  portions  when  it  is 
inconvenient  to  hold  all  until  completed.  In  such  cases  only  consecutive 
chapters  may  be  sent,  after  each  page  is  numbered  in  braille. 

Send  “ Copy’’  with  Transcriptions 

It  facilitates  proofreading  to  have  the  printed  copy  from  which 
transcriptions  are  made.  It  is  desirable  to  hold  such  “copies”  even 
after  the  proofreading  is  done  until  the  manuscript  is  prepared  for  binding, 
as  in  collating,  making  ink  print  title  pages,  and  so  forth,  it  is  sometimes 
necessary  to  refer  to  the  printed  copy.  Books  sent  with  transcriptions 
will  be  cared  for  and  returned  when  no  longer  needed. 
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Proofreading 

All  hand-copied  braille  is  proofread  by  blind  persons  who  have 
qualified  for  the  work  by  passing  the  Red  Cross  course  in  proofreading, 
and  are  thereby  afforded  an  opportunity  to  engage,  at  a small  compensa- 
tion, in  work  for  which  they  are  peculiarly  adapted.  The  cost  of  proof- 
reading during  the  period  of  training  is  met  by  appropriation  from  the 
national  fund  of  the  Red  Cross.  After  the  student  has  been  awarded 
a certificate  the  cost  (three  cents  per  page)  of  proofreading  material 
prepared  for  general  circulation  must  be  paid  or  underwritten  by  the 
local  chapter.  Volunteer  braillists,  or  special  groups,  who  desire  to  pay 
for  the  proofreading  of  their  own  work  may  make  arrangements  to  do 
so  with  the  local  chapter. 

Proofreading  is  done  in  order  that  books  may  be  made  as  correct 
as  possible.  Every  person  desires  to  hear  about  the  quality  and  ac- 
ceptability of  transcriptions  sent  in,  so  a report  is  made  on  each  manu- 
script. Criticisms  are  designed  to  be  definitely  helpful,  and  suggestions 
that  will  aid  in  making  them  more  constructive  will  always  be  appreciated. 
Time  must  be  allowed  for  reports  as  completed  manuscripts  are  read  in 
order  of  their  receipt. 

It  is  planned  to  train,  wherever  possible,  competent  local  proof- 
readers to  cooperate  directly  with  transcribers. 

Readers  among  the  blind  make  good  proofreaders  only  in  about 
the  same  proportion  as  readers  among  the  seeing.  A good  education 
and  natural  fitness  are  prime  requisites  and  must  be  supplemented  by 
a course  in  technique. 

Permission  from  Authors  and  Publishers 

It  is  always  necessary  to  secure  permission  from  authors  or  publishers 
to  copy  a book  into  braille,  either  in  duplicate  or  single  copies.  Such 
permission  must  be  obtained  by  The  American  National  Red  Cross , through 
its  executive  in  the  Braille  Transcribing  Section , Service  for  the  Blind , 
Library  of  Congress , Washington , D.  C.  Transcribers,  therefore,  should 
refrain  from  all  correspondence  with  authors  and  publishers,  since  the 
latter  prefer  to  grant  permission  to  a well-known  organization  rather  than 
to  individuals. 
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ALPHABET 

a b 

c 

d 

e 

f 

9 

h i 

1 

NUMERALS 

1 2 

3 

4 

5 

6 

7 

8 9 

0 

WHOLE  WORD 

a but 

can 

do 

every 

from 

flo 

have 

Juet 

LINE  1 

• • • • 

• • 

• • 

• • 

• • 

• • 

• * • • 

• • 

• • • • 

• ♦ 

♦ • 

• • 

• • 

• • 

ee  © • 

• © 

ALPHABET 

k 1 

m 

n 

0 

P 

q 

r s 

t 

WHOLE  WORD 

knowledge  like 

more 

not 

people 

quite 

rather  so 

that 

LINE  2 

• * • • 

© • 

• • 

• • 

• • 

• • 

• • • • 

♦ • 

• • © * 

• • 

• © 

• • 

• • 

• • 

ee  • • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • 

© • • • 

• • 

ALPHABET 

u V 

X 

y 

z 

w 

WHOLE  .WORD 

u$  very 

It 

you 

as 

will 

CAPITAL  AND  NUMERAL  SIGNS 

Capital 

Numeral 

Sign 

Sign 

LINE  3 

• • • • 

• • 

• • 

• * 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• © 

• • 

• • 

italic  sign 

decimal  letter 

f 

apostrophe  accent  point 

sign 

PUNCTUATION  MARKS 
LINE  4 

» > 

• 

? 

) 

• • • • 

+ # 

• • 

• • 

• • 

• • 

• • • • 

• ♦ 

• • 

• • 

• • 

• • 

• • • • 

• • 

hyphen 

fraction  line  quotation  marks 

parentheses 

- 

/ 

44 

( 

) 

• ♦ 

• • 

• • 

• • 

• • 

• • 

LINE  5 

• ♦ 

• • 

• • 

• # 

• • 

• • 

#» 

• • 

• • 

#• 

• • 

• • 

equality 

dash  sign 

asterisk 

single  quotes 

brackets. 

COMPOUND  SIGNS 

— = 

♦ 

4 

i 

[ 

] 

LINE  6 

• • • • • • 

e • 

• • • • 

• • • • 

• * 

• • • ♦ 

• • 

• • 

• • • 

• • • • 

• • • • 

WHOLE-WORD  SIGNS 

and 

for 

of 

the 

with 

in 

PART-WORD  SIGNS 

and 

for 

of 

the 

with 

in 

LINE  7 

• • 
• • 

• • 
• • 

• • 
• • 

• • 
• • 

• • 
• • 

• • 

• • 

• • 

WHOLE-WORP  SIGNS 

HAVING  DIFFERENT 

shall 

this 

which 

out 

PART-WORD  VALUES 

sh 

th 

wh 

ou 

• • 

• • 

• • 

• * 

LINE  8 

• • 

• • 

• • 

• © 

• • 

• • 

• • 

• • 

PART-WORD  SIGNS 

ar  ed 

en 

er 

flh 

ing 

ow 

• • • • 

, 

• • 

• • 

• • 

• • 

• © 

LINE  9 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

#» 

• • 

FRENCH  ACCENTED  LETTERS 

Di®re$is— See  Ruls  13c 

9 e a e 

u a e 

t 

6 

e 

i'  ii  a ae  6 ce 

©•  ••  • • • • 

• • • • • • 

• • 

• • 

• • 

• • 

• • • • 

• • • 

c • ••  ••  • • 

• • • • 

# • 

• • 

• • 

• • 

• • • • 

• • • 

• • ••  • • • • 

• • • • • • 

• # 

• • 

• • 

• • 

• • • • • 

• ♦ 
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Reversed  Alphabet  for  Slate  Work 


1 i 

h 

6 

f 

e 

d 

c 

b 

a 

ALPHABET 

0 9 

8 

7 

6 

5 

4 

3 

2 

1 

NUMERALS 

just 

have 

go 

from 

every 

do 

ean 

but 

a 

WHOLE  WORD 

© • • • 

• • 

99 

• • 

• • 

• • 

• • 

• • 

• • 

LINE  1 

• • • • 

©• 

9 9 

• • 

• • 

• • 

• • 

• • 

• 9 

t 9 

r 

q 

P 

0 

n 

m 

1 

k 

ALPHABET 

that  so 

rather 

quite  | 

people 

not 

more 

like 

knowledge 

WHOLE  WORD 

• • © • 

• • 

• • 

• 9 

• • 

• • 

• • 

• • 

• • 

LINE  2 

• • • • 

• • 

• • 

• 9 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• 9 

• • 

• © 

• • 

• • 

• • 

w 

z 

y 

X 

V 

u 

ALPHABET 

Numeral 

Capital 

will 

as 

you 

it 

very 

us 

WHOLE  WORD 

Sign 

Sign 

CAPITAL  AND  NUMERAL  SIGNS 

• • 

♦ • 

• • 

• • 

• • 

• • 

• • 

• • 

LINE  3 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

italic  sign 

letter  decimal 

accent  apostrophe 

sign  point 

t 

? 

1 

. 

: 

y 

t 

PUNCTUATION  MARKS 

• • © • 

• • • • 

• • 

99 

• • 

#• 

• • 

• 9 

LINE  4 

• • • • 

• 9 

• • 

• • 

• 9 

• • 

• • 

• • 

• © 

closing 

opening 

parentheses 

quote 

quote 

fraction  line 

hyphen 

( ) 

tt 

<< 

/ 

- 

♦ ♦ • • 

• • 

• • 

• • 

• • 

• • • • 

9 • 

• • 

• • 

• -• 

LINE  5 

• • •• 

• • 

• • 

• • 

• • 

brackets 

single 

quotes 

asterisk 

equality 

closing  opening 

closing 

opening 

sign 

dash 

COMPOUND  SIGNS 

] [ 

> 

t 

* 

= 

— 

• • •• 

© • • © 

LINE  6 

• • • • • • 

© • 

•9  99 

• • 

9 • 

• • • • 

• 

• • • 

• • • + 

In 

with 

the 

Of 

for 

and 

WHOLE-WORD  SIGNS 

in 

with 

the 

of 

for 

and 

PART-WORD  SIGNS 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

* 9 

© • 

• • 

• • 

LINE  7 

• • 

out 

which 

this 

shall 

WHOLE-WORD  SIGNS  HAVING  DIFFERENT 

ou 

wh 

th 

sh 

PART-WORD  VALUES. 

• • 

• 9 

• • 

• • 

9 9 

9 • 

• • 

• • 

LINE  8 

9 • 

© • 

• • 

• • 

OW 

ing 

gh 

er 

en 

ed 

ar 

PART-WORD  SIGNS 

© • 

® • 

• • 

• • 

• • 

© • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

LINE  9 

• • 

• © 

• • 

• • 

• • 

• • 

• • 

DiaresIs— 

See  Rule  13s 

FRENCH  ACCENTED  LETTERS 

6 ce  a ae 

U l 

e 

6 

i 

e 

a u 

e k 6 q 

• • • • 

• • • •• 

• • 

• • 

• • 

• • 

• • • • 

9 • • 9 9 9 99 

• • • • ••  • • • m 

• • 

• • 

• • 

• • 

• • 

•9  9 9 9 9 • 9 

• • • • « 

> • • • © * 

• • 

• • 

• • 

• • 

• • e© 

99  99  99  99 

Lessons 


Directions  for  Preparing  Lessons 

The  following  lessons  and  the  rules  to  be  studied  in  connection  with 
them  should  prepare  a student  to  copy  into  braille  any  ordinary  text. 

The  lessons  become  more  and  more  difficult  and  must  be  mastered 
in  turn,  otherwise  the  student  may  become  discouraged. 

Write  out  the  exercises  one  at  a time  and  submit  to  the  qualified 
local  instructor  or  to  the  leader  of  your  group.  Individuals  working 
alone  and  leaders  of  groups  studying  without  a teacher  should  send  their 
lessons  to  the  Braille  Transcribing  Section,  Service  for  the  Blind,  Library 
of  Congress,  Washington,  D.  C.  It  is  absolutely  necessary  to  wait  for  a 
report  on  the  lesson  submitted  before  going  ahead  with  the  next , and  send 
lessons  only  as  requested.  It  is  much  easier  to  learn  to  write  correctly 
in  the  beginning  than  it  is  to  unlearn  wrong  habits.  Reports  on  all  lessons 
will  be  sent  promptly.  While  waiting  practice  daily. 

While  the  first  lessons  may  be  written  on  any  paper  that  will  hold  the 
dots,  the  standard  size  paper  should  be  used  as  soon  as  possible,  not  later 
than  lesson  six. 

All  lessons  should  bear  the  name,  address  and  chapter  affiliation 
of  the  student,  and  not  later  than  lesson  three  this  information  should 
be  written  in  braille.  (See  blank  to  be  filled  in  and  forwarded,  page  63.) 
The  signature  on  all  lessons  should  be  the  same  to  avoid  confusion.  If 
using  a temporary  address  give  also  the  permanent  one. 

Franking  labels,  supplied  by  the  Braille  Transcribing  Section,  take 
the  place  of  postage,  but  only  when  material  is  sent  to  the  Library  of  Congress. 

When  franking  labels  are  used  for  mailing  manuscript  to  Washington, 
no  correspondence  may  be  enclosed.  Lessons  may  be  rolled  or  sent  flat  in 
large  envelopes,  but  do  not  fold , as  this  makes  the  dots  difficult  to  read. 

Students  of  these  lessons  using  slates  study  Reversed  Alphabet  for 
Slate  Work,  page  17,  which  reads  from  right  to  left.  Those  using  writers 
study  Alphabet  for  Writer  Work,  page  16.  The  same  instructions  and 
rules  govern  both. 

Corrections 

Some  mistakes  in  braille  may  be  corrected.  With  an  eraser  wrong 
dots  can  be  pressed  out  and  with  a slate  the  right  dots  inserted.  It  must 
be  done  with  care  and  precision,  otherwise  there  will  be  a blur  which 
hinders  reading.  After  a correction  is  made  the  dots  should  have  the 
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same  bold  relief  as  before  and  the  spaces  between  should  be  smooth  to 
the  touch.  (See  “Erasers,”  page  8,  with  instructions  for  using.) 

Omitted  and  misplaced  dots,  reversed  letters  and  signs  may  change 
the  sense  of  a word  or  sentence.  With  care  and  concentration  such 
errors  may  be  reduced  to  the  minimum. 

A more  serious  error  is  the  omission  of  letters,  word  spaces  and 
punctuation  marks,  because  there  is  no  space  to  insert  them.  In  such 
cases  it  is  usually  best  to  recopy  the  page. 

When  contractions  are  omitted  or  so  used  as  to  overlap  syllables 
no  correction  is  recommended.  The  proofreader  will  inform  the  tran- 
scriber of  all  such  mistakes  in  order  that  they  may  not  occur  in  future 
work. 

At  best  corrections  are  unsatisfactory.  It  is  far  easier  to  avoid  an 
error  than  to  correct  it.  Accuracy  is  the  firsts  last  and  chief  qualification 
of  a transcriber.  Speed  is  not  to  be  considered.  With  practice  one  will 
write  rapidly  enough. 


Lesson  One — Alphabet 

Braille  is  a system  of  embossed  characters  formed  by  using  com- 
binations of  six  dots  arranged  in  a group  or  cell  of  two  vertical  columns, 
three  high  and  two  wide.  Each  braille  character  is  formed  of  one  or  more 
of  these  dots  and  occupies  a full  cell  or  space. 

For  convenience  the  dots  of  the  braille  group  are  numbered,  and 
their  numbers  remain  the  same  whether  read  from  the  embossed  or  reverse 
side,  thus: 

1 • • 4 

2 ••  5 

3 ••  6 

Note  that  dots  1-4  form  the  top  pair,  2-5  the  middle  pair,  and  3-6 
the  lowest  pair.  In  writing  either  on  slate  or  writer,  dots  1-2-3  will  be 
found  nearer  the  beginning  of  the  line  than  dots  4-5-6. 

When  writing  on  the  slate  the  reading  of  the  numbers  is  reversed, 
and  begins  at  the  right.  Dots  1-2-3  are  nearest  the  beginning  of  the 
line,  thus: 

4 • • 1 

5 • • 2 

e • • 3 

Learn  the  first  ten  letters  of  the  alphabet,  memorizing  them  by 
number:  a,  dot  1;  b,  1-2;  c,  1-4;  d,  1-4-5;  e,  1-5.  (See  alphabet  page, 
line  1.) 

The  first  ten  letters  are  formed  from  upper  and  middle  dots  and 
are  the  foundation  of  the  system.  They  must  be  carefully  memorized. 
There  is  danger  of  confusing  e and  i;  f and  d;  h and  j.  Different  methods 
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have  been  employed  to  avoid  such  confusion,  but  after  all  it  is  a matter 
of  memory,  and  once  mastered  will  save  much  trouble  in  the  future. 

The  first  ten  letters  of  the  alphabet  represent  the  figures  1 to  0,  when 
each  is  preceded  by  the  number  sign: 

Example:  Writer  1 • • • • 2 • • ® • 10  • • • • • • 

• • • • • • • • 

• • • • • • • • «••••• 


• • • • • • 10 

••  • • • • 


2 • • • • 1 
• • • • 

• • • ® Slate.  Example 


Write  the  following  which  is  made  up  of  words  formed  from  the  first 
ten  letters  and  the  figures  from  1 to  10.  Leave  one  space  between  words 
and  figures.  Repeat  the  number  sign  before  each  figure.  Omit  the 
heading. 

EXERCISE  I 

abide  ache  adage  bade  beef  big  cabbage  chief  chide  deaf  decade 
decide  each  efface  ebb  face  fade  fig  gage  gibe  gig  hide  had  headache  ice 
idea  if  jade  jab  jig 

123456789  10 

(Sign  name,  address  and  chapter  affiliation.) 


Lesson  Two — Alphabet  (Continued) 

Learn  the  remaining  letters  of  the  alphabet.  Note  that  the  second 
ten  are  formed  from  the  first  ten  by  adding  dot  3.  The  remaining  letters 
of  the  alphabet,  except  w,  are  formed  in  like  manner  by  adding  dots  3 
and  6 to  the  first  five.  Original  braille  was  French  and  the  French 
alphabet  has  no  w,  so  when  braille  was  adapted  to  English,  an  arbitrary 
character  was  added  for  w.  (See  alphabet  page,  lines  2 and  3.)  There 
are  no  capital  letters  in  braille.  Capitals  are  indicated  by  placing  dot  6 
immediately  before  the  letter  to  be  capitalized.  Learn  the  capital  sign, 
period,  comma,  colon,  semicolon,  hyphen  and  apostrophe.  (See  alphabet 
page,  lines  4 and  5.)  Study  Rule  2 on  capitalization,  and  Rule  4 on 
spacing.  Write  the  following,  omitting  the  word  “Exercise,”  but  write 
the  number  in  Roman  numerals  in  the  center  of  the  top  line.  Leave 
one  line  space  between  it  and  the  Exercise. 

EXERCISE  II 

If  one  desires  to  write  braille  accurately,  one  must  study  much. 
Braille  seems  difficult  at  first;  practice  is  most  important.  Write  d f, 
h j,  i e,  r w,  many  times  to  avoid  confusion. 

John  Wilson  is  my  nephew.  He  excels  at  school.  I teach  him  all 
I am  able.  He  loves  sports;  I’m  glad  he  does. 
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Ezra  Newman  is  his  constant  companion;  he  is  such  a good  boy. 
Surely  such  contacts  must  prove  helpful. 

LOST  TREASURE  is  a great  book.  Preface  pages  read:  I,  II, 
III,  IV,  V,  VI,  VII,  VIII,  IX,  X,  XI,  XII,  XIII,  XIV,  XV,  XVI,  XVII, 
XVIII,  XIX,  XX. 

(Sign  name,  address  and  chapter  affiliation.) 


Lesson  Three — Numerals  and  Punctuation 

Numbers  are  on  the  first  line  of  the  alphabet  page.  Study  Rule  3 and 
apply  it  to  Exercise  III.  Observe  that  the  rules  for  spacing  apply  to 
numbers  as  well  as  to  words. 

Memorize  all  punctuation  marks  on  the  alphabet  page,  lines  4 and  5. 
Excepting  the  accent  mark  and  italic  sign,  all  punctuation  marks  are 
formed  of  middle  and  lower  dots.  (See  Rules  6,  7,  8,  17  and  19.)  There 
is  danger  of  confusing  the  opening  and  closing  quotation  marks.  This 
will  be  avoided  if  one  remembers  that  quotation  marks  turn  toward  the 
enclosed  or  quoted  part.  Study  Rule  4 in  regard  to  spacing.  It  is  im- 
portant to  observe  the  difference  between  the  apostrophe  and  the  capital 
sign,  the  former  being  dot  3,  the  latter,  dot  6.  Letters  a,  b,  k,  1,  and  the 
comma,  semicolon  and  apostrophe  are  made  on  the  near  side  of  the  cell — 
of  dots  1,  2,  3.  The  accent  mark,  italic  sign,  letter  sign  and  capital  sign 
are  made  on  the  far  side  of  the  cell — of  dots  4,  5,  6. 

Compound  Signs 

Compound  signs  are  those  which  occupy  two  cells  or  spaces.  They 
are:  Inner  quotes  (single  quotes)  (Rule  6),  parentheses  and  brackets 
(Rule  7),  asterisk  (Rule  8),  dash  (Rule  19),  equality  sign  (Rule  17).  (See 
alphabet  page,  line  6). 

Write  the  following,  omitting  the  word  “Exercise,”  but  write  the 
number  in  Roman  numerals  in  the  center  of  the  top  line.  Leave  one  line 
space  between  it  and  the  Exercise.  (For  dollar  sign,  See  Rule  16.) 

EXERCISE  III 

Add  7,  5,  3,  1. 

Does  63  plus  45  = 108? 

Morgan’s  Creek  rose  5J4  feet  by  6:30  P.  M. 

Lord  Byron  [1788 — 1824]  wrote  many  beautiful  poems. 

A wise  man  said:  “Life  is  brief;  improve  each  day.” 

My  bill  at  Hotel  Roosevelt  was  $28.85. 
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Priscilla  said  to  him  (a  dreadful  mistake!):  “Please  come  to  tea  at 
4:30  Friday.”  His  reply  came  promptly:  “Cannot  be  on  time  Friday; 
may  come  Saturday.” 

Aunt  Sue  said  to  me:  “If  Myron  comes  to-day  ask  him  to  play  ‘To  a 
Wild  Rose’.” 

U.  S.  1930  statistics  on  population  give  Philadelphia  1,950,961, 
Baltimore  804,874. 

(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 

Writing  of  Grade  One — Uncontracted  Braille 

There  is  some  call  for  short  stories  and  articles  in  Grade  One  for  small 
children  and  adult  beginners.  If  a student  transcriber  having  passed 
Lesson  III  does  not  wish  to  learn  contractions,  she  may  omit  Lessons  IV 
and  V,  and  write  the  remaining  exercises  in  full  spelling  in  order  to  perfect 
herself  in  the  rules  for  punctuation  and  general  form.  In  such  cases,  there 
must  be  an  understanding  between  the  student  and  the  teacher.  A trial 
manuscript  of  25  pages  must  be  submitted  to  the  Braille  Transcribing 
Section,  Library  of  Congress,  for  approval.  No  certificate  will  be  awarded, 
but  a letter  of  recommendation  will  be  given  the  transcriber  authorizing 
her  to  copy  in  Grade  One. 

Lesson  Four — Contractions 

To  save  space  and  facilitate  reading,  certain  groups  of  letters  are 
represented  by  single  characters  known  as  contractions  or  signs. 

There  are  two  kinds  of  contractions,  whole-word  signs  and  part-word 
signs.  Whole-word  signs  stand  for  whole  words;  part-word  signs  for  groups 
of  letters  forming  part  of  a word.  There  are  certain  rules  governing  the 
use  of  contractions. 

Each  letter  of  the  alphabet  when  standing  alone  represents  a whole 
word.  A,  I and  O are  whole  words.  The  twenty-three  other  letters, 
excepting  x and  z,  are  the  initial  letters  of  the  words  they  represent,  and 
are  sometimes  called  initial  signs.  (See  alphabet  page,  lines  1,  2 and  3.) 
These  must  be  memorized. 

Note  that  these  are  whole-word  signs  only.  When  they  are  used  in 
combination  with  other  letters  they  are  only  letters.  See  Rule  21  for 
illustration  and  exceptions. 

There  are  six  contractions  which  are  both  whole-word  and  part-word 
signs.  These  represent  groups  of  letters  which  form  an  entire  word  and 
when  standing  alone,  mean  that  word.  (See  alphabet  page,  line  7.)  The 
same  character  when  combined  with  other  letters  is  a part-word  sign  for 
the  same  group  of  letters.  Example:  The  sign  foi*  (the)  represents  the 

word  (the),  but  it  may  be  used  in  (there)  where  it  stands  for  the  three 
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letters  of  the  word.  The  same  is  true  of  (for)  in  (before);  (of)  in  (soft); 
(and)  in  (stand);  (with)  in  (withdraw);  and  (in)  in  (into).  For  practice, 
write  the  following  words  using  contractions  where  indicated.  Omit  the 
parenthesis  sign.  Do  not  send  these  in  with  the  lesson. 

(the)n,  (the)m,  (the)y,  (the)re  (for)e,  (the)ir,  (the)se,  (the)e,  fa(the)r, 
fur(the)r,  ei(the)r,  nei(the)r,  clo(the),  (for)ce,  ef(for)t,  (in)  (for)m,  st(and), 
comm(and),  (and)  iron,  s(of)t,  (of)t,  ro(of),  (with)  (in),  (with)  draw,  m(in)d, 
(in)to,  s(in)gle. 

Write  the  following,  omitting  the  word  “Exercise,”  but  write  the 
number  in  Roman  numerals  in  the  center  of  the  top  line.  Leave  one  line 
space  between  it  and  the  Exercise. 

EXERCISE  IV 

I do  not  like  to  be  away  from  home  so  much  but  it  seems  quite 
necessary. 

There  is  talk  of  a picnic  next  Saturday  and  we  must  all  try  to  go.  We 
can  have  a can  of  pineapple  with  cheese  for  salad  if  you  like  it,  but  if  you 
do  not,  just  say  so. 

Many  people  like  good  music  on  the  radio;  therefore  let  us  ask  for 
more  of  it. 

He  is  as  good  as  he  is  handsome,  and  that  is  not  true  of  every  man. 

There  is  a rumor  that  Will  Crawford  will  make  his  will  very  soon. 

I like  to  go  into  the  forest  with  my  father  for  he  has  wide  knowledge 
of  birds  and  trees. 

In  July  and  August  I’d  rather  be  at  the  seaside  with  its  sandy  beach 
and  soft  cool  breezes. 

If  you  can’t  join  me  there  you’ll  miss  a lot;  that’s  all  I have  to  say. 

(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 

Lesson  Five — Contractions  (Continued) 

There  are  four  contractions  which  are  both  whole  and  part-word  signs, 
but  with  different  meanings.  As  whole  words  they  represent  shall,  this, 
which  and  out.  As  part-word  signs  they  stand  for  the  first  two  letters  of 
these  words,  namely:  sh,  th,  wh,  and  ou.  (See  alphabet  page,  line  8.) 
Thus  the  sh-sign  represents  (shall)  when  that  word  stands  alone , but  in  other 
words  the  same  sign  stands  for  the  letters  (sh)  only.  The  same  is  true  of 
the  three  other  signs.  Example:  whole  word  (shall),  part  word  a(sh)es, 
cra(sh);  whole  word  (this),  part  word  (th)ose,  pa(th)os,  wra(th);  whole 
word  (which),  part  word  (wh)ole,  (wh)y;  whole  word  (out),  part  word 
(ou)tside,  ab(ou)t,  (with)  (ou)t,  (out)-(and)-(out). 

Note  the  difference  between  these  four  contractions  and  the  six  whole 
and  part-word  signs  given  in  Lesson  IV.  The  latter  when  used  as  part- 
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word  signs  represent  all  the  letters  contained  in  the  whole  word,  while  the 
four  signs  of  this  lesson  when  used  as  part-word  signs  only  stand  for  the 
first  two  letters  of  the  word.  (For  further  explanation,  see  Rule  21b.) 

There  are  seven  characters  which  are  part-word  signs  and  never 
represent  a whole  word.  They  stand  for  the  following  combinations  of 
letters:  ar,  ed,  en,  er,  gh,  ing,  ow.  (See  alphabet  page,  line  9.)  The 
following  words  illustrate  their  use:  (ar)e,  bo(ar)d,  simil(ar);  (ed)it,  m(ed)i- 
tation,  ne(ed);  (en)list,  m(en)tal,  be(en);  (er)ror,  m(er)ely,  che(er);  (gh)ost, 
li (gh) t,  hi(gh) ; s(ing)(ing),  t(ing)e,  br(ing);  (ow)e,  kn(ow)n,  bl(ow). 
Practice  writing  these  signs  many  times  before  preparing  Exercise  V. 
Write  all  references  according  to  examples  given  under  Rule  18.  Beginning 
with  this  Exercise,  the  entire  heading  should  be  written.  When  a second 
page  is  needed,  it  should  be  numbered.  (See  Rule  15.) 

EXERCISE  V 

Shall  Mr.  Shaw  polish  shoes  or  shall  he  shovel  ashes? 

This  path  leads  north,  that  one  south. 

Which  vessel  whistled  as  it  neared  the  wharf? 

You  should  not  go  out  to-day  without  your  umbrella. 

The  men  are  lowering  the  red  lights  out  of  the  window. 

“To  err  is  human;  to  forgive  divine.”  (Rule  14.) 

There  is  more  danger  from  a pretended  friend  than  from  an  open 
enemy. 

The  reference  to  that  note  should  be  written  thus,  *24c. 

(Rules  8 and  13.) 

“Did  you  pay  $3.50  for  ‘Kenilworth’?”  asked  William.  “I  like 
Chapters  X and  XVII  best  of  all.” 

I prefer  a tete-a-tete  to  an  argument.  (Rule  10.) 

Shakespeare  [1564 — 1616]  wrote:  “We  fail!  But  screw  your  courage 
to  the  sticking-place,  and  we’ll  not  fail.” 

At  Church  last  Sunday  the  text  was  John  3:  16.  (Rule  18.) 

Read  “Our  Times:  The  United  States,  1900 — 1925,”  by  Mark  Sullivan, 
Volume  III,  Chapter  VII,  pages  191—276.  (Rule  18.) 

COURAGE 

Nothing  great  is  lightly  won; 

Nothing  won  is  lost. 

Every  good  deed  nobly  done 

Will  repay  the  cost. 

(Rule  5.) 

(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 
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Lesson  Six 

The  student  has  now  had  all  the  symbols  of  the  system  save  accented 
letter  signs  which  are  explained  in  Rule  13a  and  b.  The  explanations  given 
in  the  first  five  lessons  and  the  rules  are  intended  to  cover  every  point  that 
may  arise  in  transcribing.  Before  going  further  review  carefully  all  the 
braille  characters,  letters,  punctuation  marks  and  contraction  signs. 
Compare  those  which  resemble  each  other,  such  as  letters  e and  i,  en-sign 
and  in-sign,  letters  f and  d,  h and  j;  letters  m,  u,  sh-sign,  ing-sign;  letter 
n, ed-sign,  the-sign,  z or  as-sign;  o and  ow-sign;  p,  v,  th-sign,  number-sign; 
q,  er-sign,  with-sign,  of-sign;  r and  w,  s,  wh-sign,  ar-sign,  gh-sign;  t and 
ou-sign;  y and  and-sign.  These  characters  must  be  memorized  and  the 
difference  between  them  well  fixed  in  the  mind.  Some  may  be  able  to 
memorize  them  directly  from  the  printed  page.  Others  will  learn  them 
only  by  much  practice  in  their  use. 

The  rules  must  also  be  carefully  reviewed  and  well  understood. 
Special  attention  must  be  given  to  Rules  20  and  21,  which  relate  to  the 
division  of  words  into  syllables.  The  Word  List,  pages  47  to  50,  is  sugges- 
tive but  does  not  obviate  the  necessity  of  frequent  reference  to  a dictionary. 
In  each  of  the  following  lessons  there  will  be  no  explanation  given,  only 
references  to  rules  and  previous  instructions. 

Because  contractions  save  space  and  facilitate  reading,  all  signs 
should  be  used  when  their  use  does  not  violate  some  rule. 

In  order  not  to  overlook  combinations  of  letters  which  should  be 
represented  by  a single  character,  the  student  is  advised  in  the  beginning 
to  go  over  the  texts  very  carefully,  marking  with  pencil  where  contractions 
should  be  used.  In  Exercise  VI  the  first  paragraph  is  so  marked. 

Special  points  in  this  lesson  are:  capitalization,  Rule  2;  paragraphing, 
Rule  4a;  underlined  words,  Rule  14a;  order  of  signs,  Rule  la;  the  correct 
writing  of  such  words  as:  Berengaria,  February,  Rule  20;  you’re,  Rule  21b; 
writing  of  poetry,  Rule  5.  Write  the  following  as  directed  in  “How  to 
Prepare  Braille  Manuscript,”  page  9,  omitting  parentheses  which  indicate 
contractions  in  first  paragraph. 

EXERCISE  VI 

REPORT  (OF)  A DISAST(ER) 

Cra(sh)!  black  stillness  (for)  a mom(en)t;  (the)n  distant  confusion 
(and)  voices  (of)  many  (people)  w(er)e  borne  across  (the)  wat(er).  Pass- 
(en)g(er)s  on  (the)  small  vessel,  Nancy  Lee,  ru(sh)  (ed)  to  (the)  wireless 
(of)fice,  t(en)se  (with)  (the)  (knowledge)  (that)  (the)se  s(ou)nds  port(en)d- 
(ed)  dang(er).  Distress  signals  came  (and)  (the)n  a name  was  fla(sh)  (ed) 
“B  ( er ) (en)  garia\ 
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The  Nancy  Lee  changed  her  course  and  sped  to  lend  a hand.  The 
captain  acknowledged  that  he  had  little  hope  of  giving  much  assistance 
and  he  admitted,  moreover,  that  it  would  endanger  the  lives  of  all  on 
board.  “You’re  willing?”  he  called  loud  enough  for  all  those  grouped  on 
deck  (everyone  had  assembled  there,  near  the  lifeboats)  to  hear.  Not  one 
voice  objected.  For  a moment  nothing  was  heard  but  the  rushing  of  the 
wind  and  the  swish  of  the  waves  against  the  prow;  then  as  one  voice  came 
the  answer  “Yes”. 

On  February  26,  1925,  the  newspapers  announced  that  the  following 
craft  had  never  reached  port:  Polly  B.,  Arthur  Howard,  Nancy  Lee. 

OCTOBER 

Days  are  gettin’  shorter  an’  the  air  a keener  snap; 

Apples  now  are  droppin’  into  Mother  Nature’s  lap; 

The  mist  at  dusk  is  risin’  over  valley,  marsh  an’  fen 

An’  it’s  just  as  plain  as  sunshine,  winter’s  cornin’  on  again. 

But  the  air  is  mighty  peaceful  an’  the  scene  is  good  to  see, 

An’  there’s  somethin’  in  October  that  stirs  deep  inside  o’  me; 

An’  I just  can’t  help  believin’  in  a God  above  us  when 

Everything  is  ripe  for  harvest  an’  the  frost  is  back  again. 

Edgar  A.  Guest. 

(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 

Lesson  Seven 

Special  points  in  this  lesson  are:  the  writing  of  time  according  to  Rule 
3e;  underlined  words,  Rule  14a;  accent  mark,  Rule  10;  dash,  Rule  19;  the 
correct  writing  of  such  words  as:  experience,  Meridian,  calisthenics,  gather, 
mother,  father^  Mary,  etc.,  Rule  20;  foreign  names  without  accents,  Rule 
13a  and  b;  and  compound  phrases,  Rule  21b.  Write  the  following: 

EXERCISE  VII 

A BIT  OF  CAMP  EXPERIENCE 

Camp  Meridian, 

July,  1934. 

At  7 A.  M.  reveille;  all  up  (awful!)  After  calisthenics  and  a dip  in  the 
lake  we  breakfast,  get  our  tents  in  order,  and  gather  for  morning  prayers 
at  8:45. 

Many  of  the  girls  are  New  Yorkers  and  have  been  here  before.  Among 
the  new  ones  are  two  little  Hawaiian  princesses,  and. they  are  huskies! 
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From  9:15  to  11:30  we  are  busy  with  horseback  riding,  nature  walks, 
paddling  or  rowing,  lessons  in  stenciling,  basketry,  jewelry,  bookbinding, 
etc.  Regular  merry-go-round! 

Some  of  the  “ old  girls' ’ come  back  as  councilors.  It  is  an  honor.  I 
hope  to  be  one  next  year  if — if  father  doesn’t  take  us  to  Europe.  Mother 
hints  that  he  may,  and  Aunt  Mary  hopes  we  will  visit  her  in  England. 
Think  of  seeing  Paris;  Florence,  Geneva  and  Berlin.  Pledge  you  to 
secrecy! 

How’s  your  fiance?  Cannot  picture  you  engaged. 

I found  a book  of  old  French  proverbs  and  I am  enjoying  reading  and 
translating  them.  Here  is  one  well  known  in  America:  “ Le  premier  arrive 
engrene .” 

This  is  the  moral  of  one  of  La  Fontaine’s  fables:  “ Oil  la  chevre  est 
attachee  il  faut  qu  ell e broute .” 

(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 

Lesson  Eight 

This  Exercise  should  be  written  as  a manuscript  with  proper  title 
page,  headings,  paging  and  so  forth.  (See  “How  to  Prepare  Braille 
Manuscript,”  page  9,  and  model  “title  page,”  page  52.) 

Special  points  in  this  lesson  are:  italicized  words,  Rule  14b;  omission 
of  whole  paragraphs  or  part  of  a paragraph,  Rule  12;  the  making  of  proper 
title  page,  pages  10  and  52;  the  correct  writing  of  such  words  as:  benevolence, 
happiness,  weary,  handicapped,  etc.,  Rule  20. 

EXERCISE  VIII 

WE  WHO  SIT  APART 
BY 

HELEN  KELLER 

The  rehabilitation  of  the  handicapped  is  a noble  benevolence.  It 
cannot  fail  to  enlist  the  cooperation  of  the  public.  The  practical  aspect 
of  the  work  is  most  encouraging.  The  endeavor  to  fit  men  and  women  who 
are  halted  before  the  wall  of  a disability  for  self-support  and  happiness 
must  needs  appeal  to  the  sympathies  and  good  sense  of  everyone.  This 
is  a long  step  from  unredeeming  charity.  There  is  no  doubt  in  my  mind 
that  we  render  the  greatest  service  to  the  unfortunate  when  we  enable  them 
to  feel  that  they  are  useful  members  of  society,  capable  of  working  for  others 
as  well  as  for  themselves.  It  seems  to  me,  the  goal  of  all  philanthropy 
should  be  to  bring  about  as  nearly  as  possible  equality  of  opportunity . This 
is  the  only  constructive  way  to  help — the  only  effective  way  of  lightening 
the  heavy  and  the  weary  weight  of  all  this  unintelligible  world. 
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. . .The  great  and  the  good  of  all  times  and  places  bear  witness  to 
the  potency  of  struggle  in  forming  character.  For  character  is  like  the 
fire  within  the  flint — latent  until  it  is  struck  out  of  the  stone.  Observing 
the  flint  stone,  who  would  think  it  contained  the  possibility  of  light?  And 
so  it  is  with  the  dark  experiences  of  life.  When  they  are  met  with  courage, 
they  give  out  sparks  of  spiritual  light. 

Personally,  I find  it  is  a great  help  to  believe  that  my  misfortunes 
were  sent  for  a purpose,  even  if  the  purpose  were  only  to  discipline  an 
impatient,  wilful  nature.  To  conceive  of  them  as  punishments  or  accidents 
is  intolerable.  I can  work  with  heart  and  mind  and  soul  only  when  I 
realize  that  I shall  gain  spiritual  strength  by  conquering  obstacles.  In  the 
light  of  this  belief,  almost  every  situation  in  life  offers  opportunity  for 
effort  and  even  happiness.  To  face  disaster  with  cheerful  courage  and 
faith  is  an  achievement  in  itself,  and  an  enduring  triumph.  There  is  the 
thrill  of  adventure  in  the  thought  that  we  may  be  blazing  trails  through  a 
dark  world  for  those  who  come  after  us.  With  each  victory  we  win  we 
push  forward  a little  the  frontier  of  achievement. 

The  years  have  brought  me  a deepening  sense  of  the  universality  of 
human  experience.  Every  living  creature  is  handicapped  in  one  way  or 
another.  They  live  in  nooks  and  crannies  of  the  universe,  and  do  their 
work  in  hard  places.  Whether  they  are  happy  or  wretched  depends  a 
great  deal  upon  their  point  of  view.  To  many  the  battle  is  with  blind 
forces,  while  others  feel  that  they  are  marching  abreast  with  an  invisible 
army  of  progress  and  accomplishment.  One  conception  is  chilling  and 
destructive  of  energy.  The  other  is  stimulating  and  constructive.  I have 
come  to  the  conclusion  that  we  gain  from  life  opportunity  and  happiness 
in  proportion  to  the  qualities  of  mind  and  heart  we  put  into  it. 

(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 

Lesson  Nine 

Special  points  in  this  lesson  are:  writing  poetry,  Rule  5;  Roman 
numerals,  Rule  2e;  writing  money,  Rule  16;  a series  of  dots  (Ellipsis), 
Rule  12;  underlined  words,  Rule  14a;  use  of  letter  sign  in  correct  writing 
of  X plus  390,  8vo,  12mo,  Rule  13;  the  writing  of  French,  Rules  la,  13a 
and  b,  and  14b.  Write  the  following  exercise: 

EXERCISE  IX 
THE  COMING  OF  JUNE 

Come  into  the  garden,  for  Titania’s  dancing, 

Dancing  to  the  piping  of  the  great  god  Pan ! 

See  the  marble  horses  round  the  fountain  prancing. 

Never  was  such  piping  since  the  world  began. 
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Honeysuckle,  lavender,  and  dark  red  roses, 

Mignonette  and  rosemary,  and  faint  sweet  peas; 

Breathing  out  their  perfume  as  each  cadence  closes, 

Breathing  out  their  perfume  on  the  soft,  warm  breeze. 

Caterpillars,  butterflies,  and  wee,  shy  crickets, 

Ladybirds,  and  dragon-flies,  and  big,  brown  bees; 

Hurrying  from  hedgerows  and  from  dark  garden  thickets, 
Flitting  in  the  shadow  of  the  tall  beech  trees. 

Come  and  let  us  join  them  ere  the  music’s  over, 

Come  and  let  us  listen  to  the  haunting  tune; 

Dance  amid  the  fragrance  of  the  dew-kissed  clover, 

Dance,  for  summer’s  with  us,  and  it’s  June — yes,  June! 

Margaret  Brand . 

the  Atlantic’s  bookshelf 

Vindication , by  Stephen  McKenna.  Boston:  Little,  Brown  & Co., 
1924.  8vo.  X plus  390  pp.  $2.00.  Vindication  is  a scientifically  unim- 
passioned study  of  people  who  either  have  not  yet  socially  arrived  or  have 
arrived  long  since  and  are  now  slipping  from  their  social  foothold.  . . 

American  Artists , by  Royal  Cortissoz.  New  York:  Charles  Scribner’s 
Sons,  1923.  12mo.  Illustrated.  XIV  plus  361  pp.  $3.50.  ...  As  a 

masterpiece  of  luminous  interpretation,  the  chapter  on  the  Freer  Museum 
makes  a fit  epilogue  for  the  book.  . . . 

Here  are  some  of  the  outstanding  19th  and  20th  Century  French  books: 
“La  poesie  franchise  moderne  des  romantiques  a nos  jours”  par  Henri 
Clouard;  “Contes  et  legendes  du  moyen  age  franc ais”  par  Marcella  et 
Georges  Huisman,  edite  par  Helene  Harvitt;  “Le  reve  hellenique  chez  les 
poetes  parnassiensf  par  Fernand  Desonay;  “Etudes  sur  la  litter ature  /ran- 
caise  au  dix-neuvieme  siecle ,”  par  Alexandre  Rodolphe  Vinet. 

Adeline  Adams. 

(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 


Lesson  Ten 

Special  points  in  this  lesson  are:  the  writing  of  fractions  and  mixed 
numbers,  Rule  3b  and  c;  the  correct  writing  of  such  words  as:  Edith, 
orginated,  various,  financial,  evening,  comedies,  Barbara,  Rule  20;  the 
asterisk,  Rule  8;  money,  Rule  16;  French  quotations,  Rules  la,  13a  and  b, 
14b;  single  quotes  and  brackets,  Rules  6 and  7;  compound  words  and 
compound  phrases,  Rule  21b. 
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BRAILLE  TRANSCRIBING 


While  transcribers  are  advised  to  follow  ink  print  as  nearly  as  possible 
in  writing  braille,  yet,  because  of  the  necessity  to  save  space,  it  seems  best 
in  writing  letters  to  follow  Rule  4 for  paragraphing. 


EXERCISE  X 


My  dear  Edith: 


1683^  Florida  Avenue, 

Washington,  D.  C. 
July  28,  1930. 


You  will  be  interested  to  hear  what  I have  been  doing  lately.  I am 
learning  to  write  braille,* *  which,  as  you  probably  know,  is  read  by  the 
blind.  Braille  was  originated  by  a blind  Frenchman,  Louis  Braille,  about 
1829,  and  various  forms  of  it  have  been  used  in  Europe  and  America  ever 
since.  I am  studying  Grade  One  and  a Half.  When  I have  had  the  course 
of  lessons,  I plan  to  transcribe  into  braille  some  interesting  books. 

I am  enclosing  a check  for  the  money  I owe  you  ($4.67),  and  I am  very 
sorry  not  to  have  sent  it  sooner,  but  my  financial  state  has  been  rather  low. 
I’m  afraid  you  must  have  thought  I had  forgotten  it.  Everything  is  so 
expensive  that  I buy  nothing  I can  do  without. 

This  evening  at  8:30  I am  going  out  to  hear  a lecture  by  Monsieur 
Gerome,  un  Frangais.  I expect  to  enjoy  myself  more  than  I did  last  night. 

I had  met  Helen  the  other  day,  and  she  said,  “Have  you  seen  ‘Rose  Marie’? 
It  is  fascinating  I”  So  we  went.  The  Totem  Pole  Dance  was  clever  and 
the  Indian  Love  Call  beautiful,  yet  I really  don’t  like  musical  comedies. 
You’ve  had  proof  of  that. 

Bought  some  stationery  for  Margaret  with  her  monogram  [M.  S.  L.]. 
Is  that  right?  She  is  an  out-and-out  failure  as  a correspondent. 

Do  write  soon.  Love  to  you  and  yours. 


Affectionately, 


Barbara. 


* There  are  four  grades  in  Standard  English  Braille.  Grade  One  is  in  full  spelling. 
Grade  One  and  a Half  has  about  forty  abbreviations,  and  Grade  Two  has  nearly  two 
hundred.  Grade  Three  is  a highly  contracted  form  for  the  use  of  students. 


(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 
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The  following  is  a test  of  the  student’s  mastery  of  the  preceding  lessons.  It  is  always  to 
be  submitted,  for  criticism,  to  the  Braille  Transcribing  Section,  Service  for  the  Blind,  Li- 
brary of  Congress,  Washington,  D.  C.  Students  whose  lessons  have  been  corrected  by  a 
local  teacher  or  leader  have  not  filled  out  and  sent  to  Washington  the  blank  on  page  63. 
They  should  send  it  with  this  Test. 


TEST 

A PAGE  FROM  FANNY’S  DIARY 

Paris,  July  10,  1930. 

Fresh  clear  day.  Went  to  Versailles  on  the  10:30  A.  M.  train.  Just 
think  what  a wonderful  time  Louis  XV  and  his  court  must  have  had  in 
those  days  of  Bourbon  splendour!  “Did  ever  the  sun  shine  on  such  a King 
before,  in  such  a palace — with  his  red-heeled  shoes  ‘that  lifted  him  four 
inches  from  the  ground’, — ” 

However,  I prefer  Fontainebleau  (liveable  palace)  with  its  reminders 
of  the  great  Henry — “La  memoire  de  Henri  sera  toujours  chere  aux  Francois.” 

Lunched  at  a cafe  in  the  Avenue  du  Roi  where  they  asked  us  26  fr. 
each  [}/2  a liter  of  wine  included],  but  that  is  not  more  than  $1.25  in  Ameri- 
can money. 

Visited  St.  Cyr  with  its  military  school  of  1,200  cadets.  Profited  by 
listening  to  the  cultivated  French  of  the  officer  who  showed  us  about. 
The  lessons  at  home  were  an  out-and-out  failure  to  accustom  me  to  the 
Niagara-like  rapidity  of  French  speech. 

Am  reading  every  book  I can  to  improve  my  knowledge  of  the  language. 

Rather  like  one  by  Romain  Rolland recall  hearing  Prof.  Strowski* 

of  the  Sorbonne  say  he  is  one  of  the  political  “school”  in  the  French  literary 
world. 

* Now  Exchange  Professor  at  Columbia  University. 

Write  the  following  words,  using  all  contractions  allowable  (see  Rule 
20) : around,  benevolence,  convenient,  denied,  enigma,  forthwith,  garage, 
hinge,  immediate,  juvenile,  kingdom,  linger,  meridian,  notwithstanding, 
obedient,  penetrate,  queenly,  rather,  serious,  tenant,  ulterior,  various, 
weather,  your,  zenith. 

Write  the  following  words,  indicating  the  syllables  by  the  hyphen 
(see  Rule  20)  : another,  cemetery,  city,  England,  handling,  milliner,  minute 
(noun),  minute  (adjective),  misery,  missing,  mother,  necessary,  nothing, 
pleasure,  precious,  process,  progress  (noun),  progress  (verb),  sitting, 
slipped,  special,  spiritual,  standard,  vision. 

(Sign  name,  address  and  chapter  affiliation  in  both  ink  and  braille.) 


Ill 


General  Rules 

The  following  rules  are  for  Standard  English  Braille,  Grade  One  and 
Grade  One  and  a Half.  They  are  similar  to  those  found  in  previous  man- 
uals, but  have  been  modified  to  include  all  changes  and  additional  infor- 
mation given  in  the  “Key  to  Standard  English  Braille”  which  may  be 
applied  to  Grade  One  and  Grade  One  and  a Half.  Exception : The  rules 
for  syllabication  remain  the  same. 

Transcribers  must  know  these  rules.  Doubtful  points  can  almost 
invariably  be  cleared  by  reference  to  them.  If  not,  consult  the  Chapter 
Chairman  of  Braille  or  write  to  the  Braille  Transcribing  Section,  Service 
for  the  Blind,  Library  of  Congress,  Washington,  D.  C. 

Rule  1,  Use  and  Order  of  Signs. 

In  the  use  and  order  of  punctuation  signs  the  practice  of  ordinary 
print  should  be  followed. 

(a)  When  any  or  all  of  the  following  signs  come  into  conjunction 
observe  the  order  given  here:  opening  quotation  mark,  italic  sign,  letter 
sign,  apostrophe,  capital  sign.  When  a closing  quote  and  period  come  into 
conjunction  follow  ink  print. 

(b)  When  the  number  sign  and  apostrophe  come  into  conjunction  as  in 
’25  (1925)  the  number  sign  should  precede  the  apostrophe  which  stands 
for  omitted  figures  and  could  not  be  mistaken  for  a figure. 

Rule  2,  Capitalization. 

The  capital  sign , dot  6,  is  placed  immediately  before  a letter  to  indicate 
that  such  letter  is  a capital,  and  before  a word  to  indicate  that  the  first 
letter  of  the  word  is  a capital,  whether  the  word  is  spelled  out,  begins  with 
a part-word  sign,  or  is  represented  by  a whole-word  sign.  Never  separate 
a capital  sign  from  its  letter.  Exception:  When  the  first  letter  of  an  angli- 
cized word  is  both  capitalized  and  accented,  the  capital  sign  precedes  the 
accent  mark. 

Example,  Writer.  Etude  ••  • • • • ••  • • ••  •• 


Etude.  Slate.  Example 


(a)  When  words  are  written  in  all  capitals,  large  or  small,  double  the 
capital  sign  before  each  word  so  written.  Words  of  one  letter,  such  as 
“A,”  “I,”  and  “O,”  require  but  one  capital  sign. 


32 


A MANUAL  FOR  WORKERS 


33 


(b)  Single  letters  standing  for  whole  words,  and  characters  represent- 
ing more  than  one  letter  (when  written  in  all  capitals)  require  two  capital 
signs. 

(c)  The  parts  of  a compound  word  or  phrase  must  be  capitalized 
separately. 

(d)  When  proper  names,  such  as  McKenna,  MacDonald,  are  in  all 
capitals  in  ink  print,  the  letters  “c”  and  “ac”  are  smaller  than  the  letters 
in  the  rest  of  the  word.  In  order  to  express  this  in  braille,  it  seems  best 
to  put  a single  capital  at  the  beginning  of  the  word,  and  double  capitals 
before  the  second  part  of  the  word,  making  it  read  thus:  McKENNA, 
MacDONALD. 

(e)  Roman  numerals  are  certain  capital  letters  and  references  to 
chapter,  page,  and  verse  should  follow  the  practice  of  ordinary  print. 
Illustrations:  I.  (1),  V.  (5),  X.  (10),  L.  (50),  C.  (100),  D.  (500),  M.  (1,000). 
When  used  singly  as  I.  (1),  V.  (5),  X.  (10),  only  one  capital  sign  is  needed. 


• 

• • • . . 

• 

• 

0 • 

• • 

Writer  1. 

(1) 

• 

• • • • • 

V. 

(5) 

• 

• 

0 • 

0 0 

• 

• • • •« 

• 

0 

0 0 

• 0 

• 

• 

0 0 • • 

• 

• 

0 • 

# 

• 

• • 0 0 

• • 

X.  (10) 

• 

• 

• • 0 0 

L.  (50)  • 

• 

0 • 

• 

0 

C.  (100)  . . . . 

0 0 

• 

• 

0 0 *0 

• 

• 

0 • 

• 

0 

• 0 • • 

• 0 

• • 

• 0 • 

• 

• 

• 0 

• 

• 

• 

0 0 

• 0 • 

• v.  (5) 

© 

0 • 

• 

• 

• 

1.  (1)  Slate 

0 • 

0 0 0 

• 

0 

• • 

• 

0 

* 

• • e ® 

• 

• • 

• 0 • • 

• 

0 

0 

• • 

• • • • 

• 

• 

C.  (100) 

0 0 

• 0 • • 

L. 

(50) 

0 

• 

• 

• 

• • X.  (10) 

• • • • 

• 

• 

0 • 

• 0 0 • 

0 

• 

• 

• 

0 • 

When  groups  of  Roman  numerals  are  used,  such  as  VI.  (6),  XIV.  (14), 
XIX.  (19),  capitalize  according  to  Rule  2a.  Bo  not  use  the  number  sign. 


XIV.  (14) 
XIX.  (19) 


• • 

• • 

0 • 

• 0 

0 0 

(6) 

• • 

• 0 

0 0 

• • 

• • 

• • 

• • 

0 0 

• 0 

0 • 

• 0 

• • 

• • 

• • 

0 • 

0 • 

• 0 

• • 

• • 

0 0 

• • 

0 0 

0 0 

• • 

• • 

0 0 

• 0 

0 0 

0 0 

0 0 

• 0 

• 0 

0 0 

• • 

0 0 

0 0 

VI.  (6)  Slate 

* • XIV.  (14) 

• • 

• * XIX.  (19) 

• • 

When  ink  print  omits  the  period  following  the  Roman  numeral, 
braille  may  do  the  same. 


0 

• 0 

• 0 

• • 

0 

0 

• • 

0 0 

0 • 

• 

0 

0 

• 0 

0 • 

0 0 

• 

0 

• 0 

• 0 

• • 

0 

• 

0 0 

• • 

0 0 

• 

0 

0 

0 0 

0 • 

0 0 

0 

0 

0 

0 0 

0 0 

0 0 

0 
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Occasionally  in  ink  print  Roman  numerals  appear  as  small  letters. 
In  such  cases,  either  write  them  as  capital  letters  or  place  the  letter  sign 
before  the  Roman  numeral.  In  cases  where  more  than  one  Roman  nu- 
meral is  used,  place  the  letter  sign  at  the  beginning  of  the  group. 


Rule  3,  Numerals. 

Numbers  are  expressed  by  placing  the  number  sign,  dots  3,  4,  5,  6,  be- 
fore the  first  ten  letters  of  the  alphabet. 


Writer  ^ 

• • 
• • 
• • 

• ♦ 

• • 
• # 

• • 

23  . • 

• • 

• • 
• • 

• • 

• • 

• • 
• • 

405  S 

• • 

• • • • 
• • •• 

• • 

• e 

• • • ♦ 

• • • • 

• • 
• • 

J I 40$ 

• • 

• • 

• • 
• • 

• • 

• • 

• • 

23 

•• 

• • 

9 • 

• • 

l-  1 

• • 

Slate 

Letter  j represents  the  cipher , not  letter  o.  In  a series  of  numbers  put  the 
number  sign  before  each  separate  number,  as  the  space  between  numbers 
destroys  the  value  of  a preceding  number  sign. 

In  a long  sequence  of  figures,  the  comma  is  used  to  divide  off  the  hun- 
dreds, thousands,  millions,  and  so  forth,  thus: 

• • ••  ••  • • • • • • ••  • • • • • • 

Writer  4,500,000  ••  • • • • • • ••  ••  • • 9 9 ••  •• 




• • • • • • ••  • • 9 • • 9 • • ••  • • 

• • ••  ••  • • ••  ••  • • • 9 9 • • • 4,500.000  Slate 

• • 

As  in  print,  no  comma  is  used  when  writing  the  date  of  a year,  as  1930. 

Numbers  joined  by  the  hyphen,  as  1760-5,  do  not  require  a second 
numeral  sign.  However,  if  numbers  are  joined  by  a dash,  as  1760 — 5, 
the  numeral  sign  should  be  repeated  after  the  dash.  No  space  is  left 
after  a comma  between  groups  of  figures.  A long  number  occupying 
many  spaces  may  be  divided  with  the  hyphen  at  the  end  of  a line,  and  the 

number  sign  need  not  be  repeated  at  the  beginning  of  the  next  line.  Avoid 

such  divisions  as  much  as  possible,  even  though  many  spaces  must  be 
sacrificed  at  the  end  of  a line. 

(a)  In  other  respects  both  cardinal  and  ordinal  numbers  follow  the 
practice  of  ordinary  print.  When  writing  2nd,  4th,  etc.,  leave  no  space 
between  the  figure  and  the  letters  which  follow,  as  in  no  case  could  the 
letters  be  mistaken  for  figures. 

(b)  Fractions  are  written  thus:  number  sign,  numerator,  fraction  line, 
denominator. 


Writer  X 


• • • • 

• • • • 

• • • • 


• • •• 

♦ • • • 

• • • • 


• • • • 
• * 


• 9 9 • 

..  9 • H Slate 

• • 99 


(c)  Mixed  numbers  are  written  thus:  number  sign,  whole  number, 
hyphen,  numerator,  fraction  line,  denominator. 


Writer  7M  *• 

99 


99  • • • • • • 



••  • ♦ 


• • 
• • 


t:  :*  ::  !t  !: 

♦ • ••  • • 
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(d)  Decimals  are  written  thus:  6.78 — number  sign,  6,  decimal  sign,  78. 


••  ••  • • ••  •• 

Writer  6.78  • • • • • • • • • • 

• • ••  * • ••  •• 


• • ••  ••  ••  • • 

00  ••  • • • ♦ • • 6.76  Slate 

••  # • ••  •• 


Where  decimals  are  expressed  without  whole  numbers  as  .09  or  .57 
the  numeral  sign  immediately  precedes  the  decimal  sign. 


• • «•  • • • • 

Writer  .09  • • • • • • • • 

• • • • • • • • 


• • # • • • • • 

t ^ ••  0 • .09  Slate 

• • • • 


The  decimal  sign  in  braille  is  dots  4-6.  (See  alphabet  page,  line  4.) 
Do  not  use  the  period. 

(e)  Time,  as  10:30,  is  written:  number  sign,  10,  colon,  30.  Leave  no 
space  on  either  side  of  the  colon  and  do  not  repeat  the  number  sign. 


Writer  10:30 


0*  • 0 00  *0  0 • ••  • • ••0* 

• • 0000  ••  00  ••  ••  ••••  ••  • • 10:30  Slate 

• • 


Rule  4,  Paragraphing  and  Spacing. 

One  clear  space  or  cell  should  be  left  between  words  and  sentences. 

(a)  Paragraphs  begin  in  the  third  cell  of  a new  line.  -Leave  two  clear 
spaces  from  the  margin,  and  in  the  third  cell  write  the  quotation  mark, 
capital  sign,  or  whatever  character  begins  the  paragraph.  (See  model 
page  of  text,  page  51.) 

(b)  Leave  no  space  before  or  after  a hyphen  or  a dash.  The  dash 
may  be  put  at  the  end  or  beginning  of  a line  but  do  not  divide  the  sign. 
The  hyphen  may  not  be  put  at  the  beginning  of  a line. 

(c)  All  punctuation  marks , except  the  asterisk , belong  to  words  which 
they  precede  or  follow  and  are  never  separated  from  them  by  a space. 

(d)  In  ending  a line  of  braille  it  sometimes  appears  that  a word  must 
be  hyphenated  and  the  closing  syllable  carried  over  to  the  next  line.  The 
closing  syllable  may  be  ing,  ed,  or  some  other  which  is  represented  by  a 
single  character.  Realize  that  such  a closing  syllable  can  be  written  in  the 
space  where  it  seems  natural  to  put  a hyphen.  If  followed  by  a mark  of 
punctuation  which  cannot  be  put  on  the  same  line,  the  last  syllable  and 
punctuation  may  be  carried  over  to  the  next  line,  but  the  punctuation  may 
not  be  carried  over  alone. 

(e)  Abbreviations  current  in  ordinary  literature  are  to  be  used.  In 
writing  such  abbreviations  the  ink  print  practice  shall  be  observed.  When 
such  abbreviations  are  written  close  together  in  print,  they  should  be  so 
written  in  braille. 


• • 


M.A. 


• • e.g.  Slate.  Example. 


••  ••  ••  ••  •#  ••  0*  ••©••• 

When  a space  is  left  between  the  letters  in  ink  print,  it  should  be  so 
written  in  braille. 


Example.  Writer. 

# • • • • • 

e.  g.  * 0 0 0 • • 

0 0 
# 0 

• • 

0 0 

M.  A. 

• • 0o  • • 

• • 00 

• • • • 0 • • • 

...  0 • • 

• • 

• 0 

.0  0 . . 0 

• • • 0 • • • © 

• • • • • • 

. . . . 00  • • 

• • 

0 0 



• • • • • • 

M.  A. 

0 0 

0 0 

• • 00  0 • 

e.  g.  Slate.  Example. 

• • • • o • 

• • o • *0  0 • 

0 • 

• • 

• • 0 • • • 

When 

such  expressions 

as 

Mr 

Mrs 

PS 

AM  PM 

appear  in  print 

without  periods,  follow  text. 


Rule  5,  Poetry. 

Poetry  is  written  line  for  line  as  in  ordinary  print.  Leave  a blank 
line  between  stanzas. 

(a)  Begin  each  new  line  of  poetry  at  the  margin.  When  one  line  of 
print  exceeds  a line  of  braille  indent  the  part  carried  over  to  the  fifth  space. 
When  all  the  lines  of  a poem  are  comparatively  short,  the  margin  may  be 
indented,  but  it  must  be  kept  even  except  for  the  parts  carried  over. 

(b)  If  necessary  to  divide  a stanza  between  two  pages,  make  such 
division  equal,  that  is,  in  a stanza  of  four  lines  place  two  lines  at  the  bottom 
of  the  page  and  the  remaining  two  lines  at  the  top  of  the  next  page. 

Note:  In  braille  magazines  where  saving  of  space  is  most  important, 
poetry  is  sometimes  written  as  prose.  In  such  practice,  three  clear  spaces 
are  left  between  lines.  It  is  not  recommended  that  this  form  be  adopted 
in  the  transcribing  of  poetry  in  books. 


Rule  6,  Quotation  Marks. 

The  opening  and  closing  of  an  ordinary  quotation  is  indicated  by  the 
following  signs: 

Writer  opening  closing 


• • 

• • 

dots  2-3-6 


dots  3-5-6 


closing 


opening 


Slate 
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The  opening  and  closing  of  an  inner  quotation  (a  quotation  within 
another  quotation)  is  denoted  thus: 


Writer  opening 


• • • • 

dots  2-3-6 
preceded  by  6 


closing 

• • • • 

• • • • 

dots  3-5-6 
followed  by  3 


closing 

• • • • 

• • • • 

• • • • 

dots  3-5-6 
followed  by  3 


opening  Slate 


dots  2-3-6 
preceded  by  6 


Example.  Writer.  He  said,  “Sing  ‘Homing’.” 

• • • • • • • • • • • © 

• • ••  • • • • ••  • • 

• # ••  ••  © • ••  •• 


• • ••  •• 

• • ••  ••  ••  ••  ••  •• 

• • ••  ••  • • • • ••  © • •• 


© • ••  ••  ••  

• • • i ••  *•  ••  ••  ••  »•  ••  ••  •• 

• • ••  • • ••  • • • • ••  • • ••  ••  • ® • • •• 


He  said,  “Sing  ‘Homing’.”  Slate.  Example 

••  ••  • • • • ••  • • • • • • • • ••  • • •• 

• • • • • • • • • • • • • • • • • © •©  • • ••  •• 

• • •©  ••  • © © • ©•  ••  ••  ••  ••  • © ••  ••  © • 


••  ••  ©•  ••  • • •©  

• • ••  ••  • • ••  • • • • ••  • • ••  ••  • • •• 

• • • • • • ••  ••  •©  ••  • • • • ••  • • ••  ©• 


A quotation,  indicated  in  print  by  a change  of  type  other  than  italics, 
should  be  enclosed  in  quotation  marks.  This  is  unnecessary  in  the  case  of 
centralized  headings  printed  in  heavier  type  to  arrest  the  attention  of 
readers.  Passages,  which  contain  a quotation  within  a quotation  that  is 
indicated  in  smaller  type,  require  both  sets  of  quotation  marks. 


Rule  7,  Parentheses  and  Brackets. 

• • 

The  sign  for  round  brackets  (parentheses)  !!  (dots  2-3-5-6)  is 
used  both  at  the  opening  and  closing  of  a parenthesis. 

The  opening  and  closing  of  square  brackets  used  in  ink  print  for 
editorial  interpolations,  etc.,  are  denoted  thus: 
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Writer  opening 


• • • • 

dots  2-3-5-6 
preceded  by  6 


closing 


• • • • 


dots  2-3-5-6 
fo'lowed  by  3 


closing 

• • • • 

• • • • 

• • • • 

dots  2-3-5-B 
followed  by  3 

opening  Slate 

• • • • 

• • • • 

• • • • 

dots  2-3-5-6 
preceded  by  6 


Rule  8,  Asterisk. 

An  asterisk  represents  not  only  the  printed  asterisk,  but  other  print 
signs  of  reference,  such  as  the  double  or  treble  asterisk,  the  dagger,  double 
dagger,  cross,  etc. 

The  asterisk  is  preceded  and  followed  by  a space,  except  where  it  is 
used  as  a note  reference  and  followed  by  a numeral.  (See  Rule  9.) 


Rule  9,  Marginal  or  Footnotes. 

A short  and  infrequent  footnote  may  be  written  with  an  asterisk  at 
the  foot  of  the  braille  page  as  in  print,  but  since  this  is  generally  imprac- 
ticable the  following  disposition  of  footnotes  is  recommended  as  the 
standard  practice. 

Short  notes  (consisting  of  a few  words  or  short  references)  should  be 
inserted  in  the  text,  immediately  after  the  word  or  words  to  which  they 
refer,  and  should  be  enclosed  in  square  brackets.  Longer  notes  should  be 
placed  at  the  end  of  the  volume  in  which  the  references  occur.  The  refer- 
ences in  the  text  must  be  numbered  consecutively  throughout  each  volume 
and  preceded  by  the  asterisk. 

Example.  Writer  «•••••••.  *1  •*••••••*2 


• • ••  ••  •• 

• • • • • • • • *2 

• • ••  • • • • 


• • 

• • • • • • • • *1 

• • ••  • • • • Slate.  Example. 


Footnotes  when  placed  at  the  end  of  a volume  should  be  headed 
“Notes”  on  the  third  line  of  a new  sheet.  This  sheet  should  be  numbered 
straight  on  from  the  last  page  of  text.  The  note  sheet  should  have  an 
inner  margin  of  three  clear  spaces,  in  which  should  be  written  note  numbers 
without  asterisks.  One  clear  space  should  be  left  after  the  note  number, 
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followed  by  the  page  and  line  of  the  text  where  the  corresponding  reference 
occurs.  Note  numbers  should  begin  with  1 in  each  volume. 

Rule  10,  Accent  Sign. 

The  accent  sign,  dot  4,  is  placed  before  all  letters  and  syllables  which 
in  ordinary  print  have  an  accent  or  other  marking,  as  resume,  blessed. 
In  resume  dot  4 comes  immediately  before  each  accented  e;  in  blessed 
before  the  ed-sign. 


resume 

Slate 

Writer 

resume 

• 

• • 

• • • 

• 

• • 

• • 

• 

• 

• • 

• 

• 

• • 

• • • • 

• • 

• • • • 

• • • 

• • • 

• • • 

• 

• • 

• • 

• 

• 

• • 

# 

• 

• • 

• • 

• • 

• • • • 

• • • 

• • • 

blessed 

. 

Slate 

Writer 

blessed 

• • • 

• 

• • 

• • 

• 

• 

• • 

• 

• 

• • • • 

• • 

• • • • 

• • • 

• 

• • • 

• 

• 9 

• • 

• 

• 

• • 

• 

• 

• 

• • • 

• 

• • 

• • 

• 

• 

• • 

• 

• 

(a)  Dot  4 stands  for  no  special  accent.  It  is  used  to  indicate  the 
foreign  accent  marks  ordinarily  printed  in  Anglicized  words , like:  cafe, 
matinee,  chateau,  role,  coordinate,  portiere,  canon,  etc.  All  such  words  are 
found  in  the  English  dictionary.  Should  the  text  omit  accent  marks  from 
such  Anglicized  words,  follow  text. 

(b)  Foreign  words  in  languages  other  than  French  for  whose  accented 
letters  no  braille  equivalents  are  provided  in  this  manual,  should  be  written 
with  the  accent  mark. 

(c)  The  accent  mark  used  in  Anglicized  words  does  not  prevent  the 
proper  use  of  contractions. 

Rule  11,  Diphthongs. 

The  diphthongs  se  and  oe  should  be  written  as  separate  letters,  except 
in  foreign  languages,  where  special  codes  are  used.  (See  Appendix  C, 
page  54.) 

Rule  12,  Ellipsis. 

An  ellipsis,  a series  of  dots  in  print,  denoting  omitted  matter,  is  repre- 
sented in  braille  by  three  consecutive  dots  3,  and  should  be  treated  as  a 
word.  One  clear  space  or  cell  should  be  left  on  either  side  of  the  ellipsis. 
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Example. 

Writer.  “Love  is  life’s  . . . 

sign.” 

• • • • 

• • • • • • • • 

• • 

• • 

• • 

• • • • • • • • 

• • 

• • 

• • • • 

• • • • • • • • 

• • 

• • 

• 

• • • ••  © • •• 

• • 

• • • • • • 

• • 

• • • • 

• • 

• • • • 

• 

• • • • • • • •• 

• • 

• • • • • • 

• • 

• • • • 

• • 

• • • • 

• 

• ••  ••  ••  ©• 

• • 

• • • • • • 

• • 

• • • • 

• • 

• • • • 

• • 

• • 


• • 
• • 


“Love  is  life’s  . . . sign.”  Slate.  Example. 


If  the  ellipsis  opens  or  closes  with  a mark  of  punctuation,  such  marks 
should  be  written  close  up  to  the  dots  forming  the  ellipsis,  and  the  clear 
space  should  be  outside  of  such  marks  of  punctuation. 

When  a word  preceding  an  ellipsis  ends  with  a punctuation  mark, 
there  should  be  a clear  space  between  such  punctuation  mark  and  the 
ellipsis.  When  a word  following  an  ellipsis  begins  with  a punctuation 
mark,  there  should  be  a space  between  it  and  the  close  of  the  preceding 
ellipsis. 


Example.  Writer.  And  so “I  see!” 


• 

• 

• • 

• • 

• • 

• • • • • • 

• • 

• 

• • 

• • 

• • 

• • 

• • • • 

• 

• 

• • 

• • • • 

• • 

• • • • • • 

• • 

• 

• • • 

• • 

• • 

• • 

• • • • 

• 

• 

• • 

• • • • 

• • 

• • • • • • 

• • 

• 

• • • 

• • 

• • 

• • 

• • • • 

And  so. 

— 

“1  see!” 

Slate. 

Example. 

• 

• 

• • 

• • • • 

• • 

© • • • • • 

• • 

• • 

• • 

• • 

• • • 

• 

• • • • 

• 

• 

• • 

• • • • 

• • 

• • • • • • 

• • 

• • 

• • 

• • 

• • • 

• 

• • • • 

• 

• 

• • 

• • • • 

• • 

• • • • • • 

• • 

» • 

• 0 

• 0 

• • • 

• 

• • • • 

(a)  If  the  opening  part  of  a paragraph  is  omitted,  place  three  dots 
where  the  paragraph  should  begin,  then  continue  with  the  rest  of  the  para- 
graph on  the  same  line. 

Example.  Writer.  . . . life’s  only  sign. 


• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

© « • . 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • 

• • • • 

life’s  only  sign. 

Slate. 

Example 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • • • 

• 0 

• 0 • 0 

• • 

• • 

• 0 

• • • • 

• • 

• • 

• • 

• • 

• 0 

• • 

• 0 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

• • 
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(b)  If  a paragraph  or  more  is  omitted,  place  the  three  dots  where  the 
omitted  paragraph  would  begin  and  start  the  next  paragraph  on  the  next 
line. 


Rule  13,  Letter  Sign. 

The  letter  sign,  dots  5-6  is  placed  before  a letter  when  necessary  to 
distinguish  it  from  a whole-word  sign  or  from  a number,  as  in  cases  where 
a lettered  division  of  a numbered  paragraph  is  referred  to. 


Writer 


22b 


• • 
• • 
• • 


• * 


• • 
• • 


• • 


• • • • 

« • m • 22b 

• • 


Slate 


Here  the  letter  sign  should  be  inserted  between  the  figure  and  the  letter, 
with  no  other  space. 

The  letter  sign  is  not  necessary  in  such  expressions  as  4th,  8vo,  as 
these  could  not  be  mistaken  for  figures. 


Writer  4th 


• • • • • • 

• • • • • • 4th  Slate 


Writer  8vo 


• • • • • • 

• • • • • • 

• • • • • • 


• • • • • • 9 • 

• • • • • • • • 8vo  Slate 

• • ••  ••  09 


(a)  In  writing  French  words  and  sentences,  signs  are  used  to  represent 
accented  letters.  (See  Appendix  C,  page  54,  and  alphabet  page,  last  line.) 
These  characters  are  used  in  place  of  letters,  and  since  they  have  a different 
meaning  in  English  words,  the  accented  letter  value  is  indicated  by  placing 
the  letter  sign  before  such  words.  (French  accents  enable  a reader  to 
understand  and  pronounce  French  words.) 


Writer 


Slaves  ! • ll 

•9  •• 

• • • • 

• • • • 

• • • • 


• • 

• 0 

• • 

• • 

• • 

• • 

• • 

• • 

00 

• • 

• • 

• 0 

• • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • • • 

• * 0 • 

• • 

• • •*  mves 

00  • • 


Slate 


(b)  Use  no  contractions  in  French  quotations  appearing  in  an  English 
text,  as  the  French  contractions  are  different.  Use  no  contractions  in 
truly  French  words.  Contractions  may  be  used  in  French  words  and 
proper  names  in  common  use,  as  they  appear  in  the  dictionary,  where  their 
division  into  syllables  is  shown.  This  applies  to  names  containing  no 
accented  letters,  or  which  have  become  Anglicized,  and  are  therefore  written 
according  to  Rule  10. 
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Writer.  Versailles 

• • • • ••  • • • • • • • • • • • • • • 

••  • • ••  • • ••  • • 0 • © • • © • • 

••  ••  ••  ••  ••  ••  ••  •• 

Versailles  Slate. 

• • • • • • • • • • • • • • ••  • ® •• 

• • ••  ••  ••  ••  • • ••  •• 

• • ••  ••  • • ••  ••  •• 

Writer.  Andre 


• • • . © • • © • 


(c)  The  braille  signs  for  accented  letters  in  French  and  Italian  words, 
diasresis  and  diphthongs,  are  shown  in  Appendix  C,  page  54.  We  do  not 
recommend  the  use  of  the  diaeresis  and  diphthongs  except  in  works  of  a 
technical  nature.  It  seems  better  to  spell  out  the  word  than  to  use  such 
signs.  These  signs  are  also  shown  on  the  alphabet  page,  last  line. 

Rule  14,  Italic  Sign. 

The  italic  sign,  dots  4-6,  is  placed  immediately  before  a word  to  indicate 
that  the  word  is  italicized. 

(a)  Underlined  words  are  indicated  in  braille  by  the  italic  sign.  When 
names  or  publications , foreign  words , etc .,  are  printed  in  slightly  different 
type,  they  should  be  italicized  in  braille.  This  calls  the  touch  reader’s 
attention  to  any  variation  in  print. 

(b)  When  more  than  three  italicized  words  occur  in  sequence,  instead 
of  italicizing  each  word  separately,  the  first  is  to  be  preceded  by  two  and 
the  last  by  one  italic  sign. 

(c)  In  a long  italicized  passage  the  double  italic  sign  should  be  re- 
peated at  the  beginning  of  each  new  paragraph,  but  the  closing  italic  sign 
should  be  placed  only  before  the  last  word  of  the  italicized  portion. 

(d)  In  compound  words  joined  by  a hyphen  one  italic  sign  is  sufficient. 
This  also  applies  to  abbreviated  sequences  such  as  e.g.,  i.e. 

Rule  15,  Paging  and  Endings. 

Number  the  pages  of  a book  consecutively  throughout  all  volumes.  Do 
not  begin  each  volume  with  page  1.  If  page  numbers  are  repeated,  use 
the  repetition  sign  (dots  5-6)  placed  immediately  before  the  numeral  sign. 
If  numbers  are  omitted  use  dot  5 only.  Title  and  contents  pages  should 
not  be  numbered.  Number  the  pages  of  a preface  or  foreword  in  Roman 
numerals. 

(a)  The  page  number  should  be  placed  at  the  very  end  of  the  top  line 
so  that  the  last  figure  will  come  in  the  last  cell  of  the  braille  line  with  not 
less  than  three  clear  spaces  between  it  and  the  book  title.  (See  model 
page  of  text,  page  51.)  Do  not  write  the  word  “page,”  nor  put  a period 
after  the  page  number. 
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(b)  THE  END  (in  all  capitals)  should  be  written  in  the  center  of  the 
line  below  the  closing  paragraph,  leaving  two  blank  lines  between,  when 
possible.  In  like  manner,  write  END  OF  VOLUME  (in  all  capitals) 
at  the  close  of  each  completed  volume.  Add  the  Volume  number  in  Roman 
numerals. 


Rule  16,  Abbreviations  of  Value  and  Measurement. 

When  in  print  a symbol  or  a literal  abbreviation  of  value  or  measure- 
ment follows  a numeral,  the  corresponding  literal  abbreviation  or  its 
equivalent,  without  the  period,  may  be  placed  in  braille  before  the  numeral 
sign,  thus: 


• • 

• • 

• • • • 

7 qt.  • • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 7 qt. 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

• • 

• • 

• • 

• • • • 

• • 

• • 

In  a sequence  of  related  terms  only  the  abbreviation  for  the  larger 
quantity  is  used,  and  the  lesser  quantity,  with  the  numeral  sign,  follows 
close  up,  thus: 


Writer.  3 lb.  1 oz. 

• • 

• • 

• e 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

3 lb.  1 oz.  Slate. 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

Writer.  £6.  8.  10^. 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

£6.  8.  10 y2.  Slate 

• • 

• • 

• • 

•*• 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

An  exception  occurs  in  the  use  of  dollars  and  cents  where  the  decimal 
point  is  used,  thus: 


Writer. 


• • ••  • • • • • • 

• • • ® • • ••  ••  •• 

• • ••  ••  ••  ••  •• 


The  dollar  sign  is 


• • (dots  2-5-6). 


• • • • • • • • 

• • • • • • • • 

• • ••  • • •• 


• • $6.08  Slate 

• • 

• • 
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LIST  OF  ABBREVIATIONS 


dollars 

lower  d 

pound  weight 

. . lb 

cents 

c 

ounces 

. oz 

mills 

m 

yards 

• yd 

pound  sterling  (£) .... 

1 

feet 

. . ft 

shillings 

s 

inches 

. . in 

pence  

d 

(spelt  out  or  contracted) 

guineas 

gs 

gallon 

• gal 

francs 

fr 

quarts 

• qt 

marks  (reich) 

rm 

pints 

• pt 

rupees 

rs 

hours 

. hr 

tons 

t 

minutes 

min 

hundredweight 

cwt 

(spelt  out  or  contracted) 

quarters 

qr 

(In  addition  to  this  list,  any  standard  abbreviation  may  be  used.) 


Rule  17,  Equivalents  for  Special  Ink  print  Symbols. 


° (degree) dg  followed  immediately  by  the  numeral  sign. 

% (per  cent) middle  c,  p ••  ••  followed  immediately  by 

• • • • 

the  numeral  sign. 

§ (section  sign) s followed  by  dot  3,  followed  immediately  by 

the  numeral  sign. 


IT  (paragraph  mark) . . . par  (spelt  out  or  contracted)  followed  im 
mediately  by  the  numeral  sign. 

r=  (equality  sign) two  middle  c’s  (dots  2-S/2-S)  preceded  and 

followed  by  a space. 


Rule  18,  References. 


When  the  saving  of  space  is  essential,  and  the  meaning  would  be 
obvious  to  the  reader,  references  may  be  contracted,  thus: 


Writer,  chapter  IV,  page  50,  line  8 


• m 

• • 

• • 

• • 

• • 

• • 

• 

• 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• 

• 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• 

• 

volume  1,  pages  9 — 15 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• 

• 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• 

• 

• • 

• • 

• • 

• • 

• • 

• • 

• • 

• 

• 

• • • • • • 

• • ••  • • 


pages  8 and  21 

• • 

• • • • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • 

• • • • 

• • 

• • 

• • • • • • 

• • • • • • 

• • • • • • 


• • . ••  • • ••  « • • • 


Heb.  6:  9 
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chapter  IV,  page  50,  line  8 Slate 

• • • • • • • • • • • • ••  «•  • • • e •• 

• • • • • • ••  • • • • • • • • • • •• 

••  ••  ••  ••  ••  ••  ••  ••  •• 


volume  I,  pages  9 — 15 

• • ••  00  ••  ••  ••  •• 

• • ••  ••  ••  ••  ••  ••  ••  ••  ••  ••  •• 

••  ••  ••  ••  00  ••  ••  ••  ••  ••  ••  •• 


pages  8 and  21 


Heb.  6:  9 

0 • 0*  00  0*  *0  *0  *0  •• 

• 0 0 • • 0 0 • 00  • 0 0 • 00 

• • 00  • • 00  0 0 • 

Rule  19,  Dash. 

The  dash  is  sometimes  confused  with  the  hyphen.  It  is  longer  than 
the  hyphen  in  ink  print  and  in  braille  it  is  represented  by  two  braille 
hyphens.  There  should  be  no  space  before  or  after  it,  and  whole-word 
signs  may  be  used  at  either  end.  Exception : In  cases  where  a double 

dash  occurs,  like  the  following,  “Inscribed  to  Miss , being  written  at 

her  request,”  or  “Now  I conceive  with  you  that , both  from  her 

affection  for  you,  etc.,”  a space  may  be  left  before  the  dash  and  after  the 
comma,  but  none  between  the  dash  and  the  comma.  In  such  use  the  dash 
represents  a specific  name  omitted. 

Rule  20,  Syllabication. 

Proper  syllabication  in  braille  has  an  educational  value  both  to  the 
reader  and  transcriber.  It  aids  in  correct  spelling,  pronunciation  and 
division  at  the  end  of  a line.  It  insures  the  same  form  of  the  word, 
whether  it  appears  within  a line  or  is  divided  at  the  end  of  a line.  When 
readers  and  transcribers  have  through  the  study  of  Grade  One  and  a 
Half  learned  correct  syllabication  and  pass  on  to  Grade  Two,  a more 
liberal  use  of  contractions  may  be  allowed  without  serious  detriment  to 
the  individual’s  recognition  of  correct  word  formation. 

Contractions  should  not  be  used  where  they  overlap  syllables.  All 
the  letters  of  a contraction  must  be  within  a syllable.  Example:  fa-(the)r, 
mo(th)-(er).  Note  that  the  letters  THE  occur  in  both  words.  In 
FA-THER  the  the-sign  may  be  used  as  the  letters  all  fall  into  a syllable. 
In  MOTH-ER  the  the-sign  may  not  be  used  as  the  letters  TH  are  in  one 
syllable  and  E in  another. 

(a)  The  contractions  most  often  wrongly  used  are  en,  in,  and  ar. 
Examples:  av-e-nue,  hap-pi-ness,  li-bra-ry.  No  contractions  may  be 
used  in  these  words. 
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(b)  The  ar-sign  is  seldom  used  in  words  ending  in  ary , arious , aried , 
tfr/Ty.  Exceptions:  bleary,  dreary,  chary,  hoary,  vinegary,  teary,  glary, 
and  beggary.  In  general  these  words  were  complete  before  the  y was 
added.  The  er-sign  is  commonly  used  in  words  ending  in  ery. 

(c)  Foreign  words  and  proper  names  whose  syllabication  is  doubtful 
may  be  written  in  full  spelling.  When  such  words  have  become  familiar 
and  are  found  in  the  dictionary  they  should  be  contracted. 

(d)  At  the  end  of  a line  divide  words  properly,  that  is,  between 
syllables,  even  though  such  division  sacrifices  considerable  space.  Never 
divide  a word  of  one  syllable  as  co-me.  How  would  such  a division  look  in 
an  ink  print  book? 

(e)  Where  a word  may  be  contracted  in  two  ways,  experience  has 
shown  one  contraction  and  a letter  preferable  to  two  contractions.  Ex- 
ample: (the)n  is  preferable  to  (th)  (en),  ei(the)r  is  preferable  to  ei(th)(er). 

Note : See  Word  List,  page  47.  For  further  authority  on  sylla- 

bication, see  Dictionary,  page  8. 

Rule  21,  Contractions. 

(a)  Letters  when  standing  alone  represent  whole  words.  They  do 
not,  however,  carry  their  whole-word  value  when  combined  with  other 
letters.  Nothing  may  be  added  to  them,  except  the  apostrophe  “s”,  or 
punctuation  signs;  “s”  may  not  be  added  to  form  the  plural,  nor  may  they 
be  used  to  form  parts  of  words  when  divided  at  the  ends  of  lines.  Examples: 
more-over,  like-wise. 

(b)  Such  whole-word  signs  and  the  sign  for  “out”  may  be  joined  to 
other  words  by  the  hyphen  to  form  genuine  compound  words  and  phrases. 
Examples : so-called,  out-and-out.  These  word  signs  when  followed  by  an 
apostrophe  may  be  used  in  familiar  expressions,  such  as:  c’t  (can’t); 
t’s  (that’s);  y’ll  (you’ll);  y’re  (you’re).;  y’ve  (you’ve);  x’s  (it’s).  It  is  not 
advisable  to  use  these  letters  as  whole  words  in  unusual  expressions  such  as, 
“more’s  the  pity.” 

(c)  Exceptions:  The  words  can  and  will  should  be  spelled  out  when 
they  represent  the  nouns,  and  also  when  the  latter  is  a proper  name,  as: 
A can  of  peaches;  The  man’s  will  was  read;  and  Will  Rogers.  In  such 
examples  the  signs  should  not  be  used. 

Below  is  a list  of  a few  words  in  which  we  have  found  the  division  to 
differ.  The  first  form  is  according  to  Funk  & Wagnalls  Standard  Dic- 
tionary, the  second  Webster’s  New  International:  con-ve-nient — con- 

venient; mea-sure — meas-ure;  plea-sure — pleas-ure;  troub-le — trou-ble; 
doub-le — dou-ble;  En-gland — Eng-land;  En-glish — Eng-Iish;  spir-i-tu-al — 
spir-it-u-al;  eve-ry-thing — ev-er-y-thing;  wo-man — wom-an;  as-sis-tance — 
as-sist-ance;  con-sis-tent — con-sist-ent;  af-ter — aft-er.  Other  like  words 
similar. 


APPENDIX  A 


Word  List 

The  following  Word  List  is  given  merely  as  a guide,  showing  words 
often  divided  wrongly,  calling  attention  to  the  different  divisions  of  deri- 
vatives from  the  same  root,  and  indicating  where  contractions  may  and 
may  not  be  used. 

Authority — Webster’s  New  International  Dictionary.  (See  “Diction- 
ary,” listed  under  “Equipment — and  Instructions  for  Using,”  page  8.) 


a-ban-don 

a-bom-i-na-ble 

ab-sti-n(en)ce 

ac-kn(ow)l-(ed)g(ed) 

a-e-ri-al 

a-(er)-o-plane 

a(in)’t 

(and) 

An-d(er)-son 

An-drew 

ap-pa-ra-tus 

ap-p(ar)-(en)t 

(Ar)-ab 

A-ra-bi-a 

a-re-a 

a-re-na 

(ar)e-n’t 

a-ri(th)  -me-tic 

(ar)-i(th)-met-i-cal 

a-r(ou)nd 

(ar)-rive 

(ar)-te-ri-al 

(ar)-t(er)-y 

(Ar)-(th)ur 

(ar) -til-l(er)-y 

(as) 

av-a-rice 

av-e-nue 

b(and)-age 

b(and)-ag(ed) 

ban-dit 

b(ar)-b(ar)-i-ty 

b(ar)-ba-r(ou)s 

ba(the) 

ba(the)d 

bat-t(er)-y 

be(en) 

be-(for)e 

b(en)-e-fit 

be-nea(th) 

be-twe(en) 


bran-di(sh) 

brea(the) 

br(ing)-(ing) 

bro(th)-(er) 

busi-ness 

(but) 

cab-i-net 

Cal-i-(for)-ni-a 

cam-(er)-a 

(can) 

can-dle 

can-dy 

can-not 

ca-re(er) 

ca-ress 

cat-a-ract 

Ca(th)-a-r(in)e 

ca-(the)-dral 

ce-d(ar) 

c(ed)e 

cem-e-t(er)-y 

ce-re-al 

chan-de-li(er) 

chap-(er)-on 

cha-rade 

ch(ar)-i-ty 

Chi-na 

Cl(ar)-a 

clo(the)s 

c (of) -fee 

c(of)-f(in) 

com-e-dies 

com- (for)  t 

com-man-dant 

com-m(and)-(ed) 

com-man-de(er) 

com-m(and)-(er) 

con-g(en)-ial 

con-ti-n(en)t 

con-t(in)-g(en)t 

con-v(en)-i(en)t 


c(ou)n-te-nance 

cre-d(en)ce 

cr(ed)-it 

cr(ed)-i-tor 

crim-i-nal 

d(ed)-i-cate 

de-duce 

def-i-nite 

de-ni(ed) 

des-ti-ny 

de-t(er)-mi-na-tion 

d(in)-gy 

d(in)-(ing) 

dis-crim-i-nate 

dis-t(in)-gui(sh) 

(do)  _ 

dom-i-nate 

dre(ar)-y 

dw(in)-dle 

(ed)ge 

e-dict 

E-di(th) 

e-di-tion 

(ed)-i-tor 

(ed)-u-cate 

ef-(for)t 

ei-(the)r 

e-lim-i-nate 

em-p(er)-or 

(en)-am-ell-(ed) 

(en)-gi-ne(er) 

e-nor-m(ou)s 

e-n(ou)(gh) 

e-nu-m(er)-ate 

e-ra 

e-rad-i-cate 

(er)r 

Es-pe-ran-to 

e-(the)r 

eve-n(ing) 
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(every) 

ev-(er)-y-bod-y 

ev-(er)-y-(th)  (ing) 

ex-am-i-na-tion 

ex-am-(in)e 

ex-pe-ri-(en)ce 

ex-p  (er)  -i-m  (en)  t 

ex-traor-di-na-ry 

f(ar)-(the)r 

fas-ci-nate 

fa-(the)r 

fea(th)-(er) 

Feb-ru-a-ry 

fe(ed) 

fem-i-n(in)e 

fe-ro-ci(ou)s 

fi(er)ce 

fi-nal 

fi-nance 

fi-nan-cial 

f(in)-an-ci(er) 

f(in)-g(er) 

Flan-d(er)s 

(for) 

(for)ce 

(for)d 

fo-r(en)-sic 

(for)k 

(for)m 

(for)-tune 

(for)-ty 

fo-rum 

free-dom 

fr(ing)e 

(from) 

fur-(the)r 


ga-rage 

ga(th)-(er) 

g(en)-(er)-ate 

ge-ni-al 

ge-ra-ni-um 

(gh)ast-ly 

(gh)ost 

gl(ar)-y 

(go) 

gran-deur 

gre-nade 

gr(en)-a-di(er) 

h (and)  -i-capp  (ed) 

han-dle 

han-dl(ing) 

h(and)-y 

(have) 

haven't 

h(ed)ge 

he-ro 

h(er)-o-(in)e 

h(er)-o-ism 

h(in)-d(er) 
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h(ing)e 
ho(ar)-y 
ho  (of) 

il-lu-mi-nate 

im-ag-i-na-tion 

im-me-di-ate-ly 

im-mi-n(en)t 

im-pe-ri-al 

im-p(er)-ti-n(en)t 

(in) 

(in)-com-pa-ra-ble 

(in)-de-f(in)-a-ble 

(in)-fe-ri-or 

(in)-fi-nite 

(in)-f(in)-i-tes-i-mal 

(in)-f(in)-i-ty 

(in)-ge-nu-i-ty 

(in)-g(en)-u-(ou)s 

(in)-gre-di-(en)t 

ir-rep-a-ra-ble 

(it) 

Jan-u-a-ry 

j(ar)-di-ni(er)e 

je(er) 

Je-ru-sa-lem 
j (in)-gle 
ju-ve-nile 
(just) 

kan-ga-roo 

k(in)d 

k(in)-d(er)-g(ar)-  (en) 

k(ing) 

kni(gh)t 

(knowledge) 

lac-(er)-ate 

l(and) 

l(ar)-ce-ny 

l(ar)ge 

la(the) 

la(th)-(er) 

lea(th)-(er) 

Ked) 

l(ed)g-(er) 

le(er) 

le-ni-(en)t 

li-bra-ry 

li(gh)t-h(ou)se 

(like) 

l(in)-(en) 

l(in)-g(er) 

l(in)-ge-rie 

lit-(er)-a-ry 

loa(the) 

l(ow) 

lu-mi-n(ou)s 

ma-ch(in)e 

ma-ch(in)-(er)-y 

ma(in)-ta(in) 


ma(in)-te-nance 

ma-la-ri-a 

mal-(for)-ma-tion 

man-da-r(in) 

M(ar)ch 

M(ar)-ga-ret 

Ma-rie 

ma-r(in)e 

m(ar)-i-n(er) 

Ma-ry 

ma-te-ri-al 

me-an-d(er) 

meas-ure 

m(ed)-al 

m(ed)-dl(ed) 

me-dic-i-nal 

m(ed)-i-c(in)e 

me-di-o-cre 

M(ed)-i-t(er)-ra-ne-an 

mem-o-ran-dum 

m(en)-ace 

me-nag-(er)-ie 

m(en)d 

me-ni-al 

m(en)-u 

m(er)-ce-na-ry 

M(er)-e-di(th) 

mil-i-ta-ry 

mil-li-n(er) 

m(in)d 

m(in)-(er) 

rn(in)-gle 

mi-nor 

m(in)-ute  (noun) 

mi-nute  (adjective) 

mis-(for)-tune 

mis-(in)-(for)m 

(more) 

more-o-v(er) 

mo(th)-(er) 

mys-te-ri-(ou)s 

mys-t(er)-y 

n(ar)-r(ow) 

Naz-a-re(th) 

ne(ar) 

nec-es-sa-ry 

ne(ed) 

ne(ed)-(ed) 

nee-dle 

nei-(the)r 

nom-i-nate 

nor(th)-(er)n 

(not) 

not-(with)-st(and)-(ing) 

n(ow) 

no-(wh)  (er)e 
o(ar) 

o-be-di-(en)t 

ob-lit-(er)-ate 

oc-to-ge-na-ri-an 

(of) 
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(of)-fi-c(er) 

(of)-t(en) 

°-p(en)-(ing) 

op-(er)-a 

o-p(in)-ion 

or-di-na-ry 

or-i-g(in) 

o-rig-i-nal 

o-rig-i-nat-(ed) 

o(th)-(er) 

(ou)(gh)t 

(out) 

(ou)t-(er) 

o-v(er) 

o-v(er)-p(ow)-(er) 

(ow)e 

(Ow)-(en) 

(ow)n 


pan-de-mo-ni-um 

pan-(the)r 

pa-rade 

p(ar)-(en)t 

pa-r(en)-tal 

pa-r(en)-(the)-sis 

pa-role 

pa-(the)t-ic 

pe-cu-ni-a-ry 

p(ed)-dl(er) 

pe-des-tri-an 

pe(er) 

pe-nal 

p(en)-(in)-su-l(ar) 

(people) 

p(er)-fo-rate 

p(er)-(for)m 

pe-ri-od 

p(er)-i(sh) 

p(er)-p(en)-dic-u-l(ar) 

p(er)-ti-n(en)t 

phe-nom-e-non 

pi(er) 

pleas-ure 

pre-ca-ri-(ou)s 

pre-c(ed)-(en)ce 

prec-e-d(en)t 

pr(ed)-e-ces-sor 

pre-des-ti-na-tion 

pr(ed)-i-cate 

pre-lim-i-na-ry 

prep-a-ra-tion 

pre-p(ar)e 

pre-pos-t(er)-(ou)s 

pres-(en)t  (noun) 

pre-s(en)t  (verb) 

pri-ma-ry 

Pr(of). 

pro-fess 

pro-fes-sor 

pr(of)-it 

prom-e-nade 

pro  (of) 


que(en) 

que-ry 

(quite) 

ra(in) 

ran-dom 

r(ar)e 

ra(sh) 

(rather) 

re-c(ed)e 

r(ed) 

re-duce 

re-(en)-(for)c(ed) 

re-(for)m 

ref-or-ma-tion  (state  of 
being  reformed) 
re-(for)-ma-tion  (second 
formation  in  order) 
rem-e-dy 
rem-i-nis-c(en)ce 
ret-i-na 
rev-e-nue 
r(ing) 

Ri-vi-e-ra 

ro(of) 

r(ou)(gh) 

r(ow) 

sal-a-ry 

sal-u-ta-ry 

sanc-tu-a-ry 

s(and) 

san-dal 

s(and)-y 

sc(en)-(er)-'y 

scru-ti-ny 

sec-re-ta-ry 

se(ed) 

se(en) 

see (the) 

sem-i-na-ry 

sep-a-rate 

s(er)-e-nade 

se-r(en)e 

se-ries 

se-ri-(ou)s 

(shall) 

(sh)(ar)e 
(sh)(ar)p 
(sh)e 
(sh)  (ed) 

(sh)e(er) 

(sh)  (in)-gle 

(sh)(in)-(ing) 

s(in) 

s(in)-c(er)e 

s(ing) 

s(ing)-(er) 

s(ing)  (ed) 

s(ing)-(ing) 

s(in)-gle 

s(in)-gu-l(ar) 

slan-d(er) 


(so) 

so-fa 

s(of)t 

s(of)-t(en)(ed) 

sol-i-ta-ry 

soo(th) 

soo(the) 

s(ou)(th)-(er)n 

s(ou)-ve-nir 

sp(ar)e 

spe(ed) 

spr(ing) 

squan-d(er) 

st(and) 

st(and)-(ar)d 

st(and)-(ing) 

ste(er) 

ste(er)-(ing) 

ste-nog-ra-ph(er) 

st(en)-o-graph-ic 

st(ing) 

sub-or-di-nate 

suc-ce(ed) 

su-pe-ri-or 

Sw(ed)e 

Swe-d(en) 

sw(in)-dle 

sw(ing) 

sym-pa-(the)t-ic 

te(ar)-y 

tem-po-ra-ry 

te-na-ci(ou)s 

t(en)(th) 

(that) 

(the) 

(the)-a-t(er) 

(the)ir 

(the)m 

(the)n 

(the)  re 

(the)re-(for)e 

(the)se 

(this) 

(th)(ou)(gh)t 

ti-ny 

to-ge(th)-(er) 

to-w(ar)d 

trag-e-dy 

trans-(for)m 

tr(ou)-ble 

tr(ou)-s(er)s 

ul-te-ri-or 

un-d(er)-st(and)-(ing) 

u-ni-(for)m 

un-ion 

(us) 

u(sh)-(er) 

u-su-al 

van-dal 

va-ri(ed) 
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va-ri-e-ty 

va-ri-(ou)s 

va-ry 

ve-ne(er) 

V(en)-ice 

Ve-ne-tian 

Ve-nus 

ve-ran-da 

(very) 

vet-(er)-i-na-ry 

vi-sion 

vol-un-ta-ry 

wan-d(er) 

wa-ry 

wea-ri(ed) 

wea-ri-ness 


wea-ry 

wea(th)-(er) 

we(ed) 

(wh)ale 

(wh)  (ar)f 

(wh)at 

(wh)eat 

(wh)ee-dle 

(wh)eel 

(which) 

(wh)e(th)-(er) 

(will) 

will-(ing) 

w(ing) 

w(ing)  (ed) 

(with) 


(with)-(in) 

(with)-(er) 

(with)-(ou)t 

(with)-st(and) 

ye(ar) 

(you) 

(you) ’ll 

y(ou)ng 

(you) ’re 

y(ou)r 

y(°u)(th) 

(you)’ve 

ze-ni(th) 

ze-ro 
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Appendix  B 


PAGE  OF  TEXT 


margin  % inch 


THE  BLIND  19 

at  present  in  America  over  a dozen  periodicals  in  raised 
print  for  the  blind,  practically  all  of  which  have  been 
started  since  the  beginning  of  the  twentieth  century.  Only 
a few  of  these,  however,  have  what  may  be  called  an  exten- 
sive circulation. 

The  largest  and  most  important  periodical  is  “The  Matilda 
Ziegler  Magazine  for  the  Blind,”  which  was  established  in 
New  York  in  1907. 


3 

P 

C2. 

5’ 

£ 


margin  inch 


Note:  See  page  9 under  heading  of  “Title.” 
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TITLE  PAGE 


margin  34  inch 
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NEW  YORK 

3 

COPYRIGHT  1922 

B 

p 

! 1 

w 

5’ 

m 

! £ 

Jj 

IN  SEVEN  VOLUMES 

5' 

o 

a 

.2 

VOL.  V 

tr 

W) 

j 

c4 

s 

TRANSCRIBED  AND  PRESENTED 
BY 

DOROTHY  WILSON  REED 

SAN  FRANCISCO  CHAPTER 
AMERICAN  RED  CROSS 

1 SAN  FRANCISCO,  CALIF. 

1930 

margin  J4  inch 

Note:  While  the  above  is  given  as  a model  “title  page,”  spacing  may  vafy 
according  to  the  amount  of  information  which  must  appear  on  such  a page. 
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CONTENTS  PAGE 


margin  34  inch 

A HEART  OF  GOLD 

CONTENTS  

VOLUME  I 

Chapter 

Page 

1 G 
<D 
X 
V 

.5 

I.  ON  THE  MOVE  

1 

S 

3 

p 

G 

CJ 

r-j 

II.  BACK  TO  THE  OLD  CHILDHOOD 

8 

0) 

HOME  

20 

G 

& 

5* 

+» 

o 

G 

.s 

fx 

III.  AND  JACK  REPEATS  

39 

o | 

C3 

s 

IV.  THE  DAY  AFTER  

53 

V.  THE  COACH  DRIVE  

80 

VI.  GRANT  CARRIES  A MESSAGE  . . . . 

98 

margin  34  inch 

Note:  While  the  above  is  given  as  a model  “contents  page,”  spacing  may 
vary  according  to  the  amount  of  information  which  must  appear  on  such  a page. 


Appendix  C 

The  following  rules  contain  additional  signs  for  use  in  books  where 
there  is  need  of  a more  precise  text  than  that  which  can  be  given  in 
ordinary  braille.  Musicians  should  learn  the  table  of  signs  for  accented 
letters,  as  they  often  occur  in  music. 

In  contracted  braille  it  will  generally  be  necessary  to  put  the  letter 
sign,  dots  5-6,  before  a word  containing  any  of  these  accented  letters, 
which  otherwise  might  be  mistaken  for  braille  contractions.  The  letter 
sign,  however,  is  not  used  in  a text  known  to  be  entirely  in  a foreign 
language.  All  such  material  should  be  written  out  in  uncontracted 
braille. 


ACCENTS,  DIURESIS,  Etc. 

Braille  alphabets  of  foreign  languages  may  be  procured  from  the 
American  Foundation  for  the  Blind,  15  West  16th  Street,  New  York 
City,  and  these  should  be  used  in  books  dealing  exclusively  with  such 
languages. 

The  following  will  show  the  correct  way  of  expressing  in  braille  the 
accented  letters  in  French  or  Italian  words: 


Writer. 


• • 

9 9 , 

• • 

• • N 

• • 

• • s 

99  e 

®9a 

9 • e 

• • 1 

9 • 

• • V 

• • r 

• • A 

9 • A 

• • A 

• • o 

99  U 

• • a 

9 • e 

• • 1 

• ® 

9 9 

• 9 

• 9 

• 9 

• • A 

• * A 

99  .. 

9 9,. 

9 • 

• • o 

• 9 U 

9 • e 

99  1 

99  U 

• • 

• 9 

• 9 

• 9 

• 9 

• • 

. 9 • 

• 9 

/ • 9 

9 9 

• • 

e • 9 

a 99 

e 9 9 

5 

• 9 

• • 

• • 

A • • 

A • • 

V ® • 

9 • 

• • 

e • 9 

a • • 

U 99 

6 

• • 

• • 

9 • 

9 • 

9 9 

9 9 

• • 

..9  9 

..9  9 

A * • 

A 

9 9 

• • 

1 99 

e • 9 

U 9 • 

O 9 • 

• • 

9 • 

9 • 

9 • 

9 • 

Slate. 
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The  following  signs  are  used  for  diphthongs: 


Writer. 


» « 

• • se 

• • 


oe 


oe 


se 


Slate. 


In  German,  the  signs  for  the  modified  vowels  are: 


Writer. 

• • .. 

• ® a 

• • 

• • .. 

• . o 

• • 

e • .. 

® ® U 
« ® 

• • 
u • © 
• • 

0 • ® 

• • 

a • • 
• • 

Slate, 

For  any  other  marks  occurring  with  letters  in  English  books  the 
accent  sign  should  be  used. 

Examples.  Writer.  Julius  Caesar 


• • • • • o 


• • • • 


• ® 

• • 


• • . • 9 . 


• • • • • • 

• • • • 

• • • • • • 


Richard  Coeur  de  Lion 


• • 

• • • ® 

• • • • 

• • • • 

e • 

• 

• • 

• • 

• 

• 

• • 

• • • • 

• • • • 

• • ® ® 

• • 

• 

• • 

• • • 

• • 

• • 

• • 

• • 

• 

• 

• • 

• • • • 

• 

• • 

• • 

• • 

• • 

• • 

• 

• 

• • 

• • 

• 

• 

• • 

• • 

• • 

• • 

• 

• 

• • 

• • 

• • 

• • 

• 

• 

• • 

• • 

fete 

• • 

• • 
• • 

• • 
® • 

• • 
• • 
• • 

• ® 

• • 
o • 

• • 
• • 

• • 

fete 

• • 
• • 

• • • • 

• • • • 

• • • 
• • 

cafe 

• • 

• • 

• • 

• • 

• • 

cafe 

• • 

• • • • 

• • e 

• • 
• • 

• • 

• • 

• • 

• • 
• • 

• • 

• • 

• • • 
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Julius  Caesar 


Slate.  Examples. 


• • 

• • 


• • • • 

• • 

• • • • 


Richard  Coeur  de  Lion 


• • • • • • ••  ••  •• 

• • • • • • ••  ••  • • 

• • ••  • • ••  • • • • 


• • • • • • 


• • • • 
• • • • 


• • • • • • • • • • 

• • ••  ••  ••  • • 

• • 


• • • • • • • • •• 
• • ••  ••  •• 


fete 


fete 


• • • • ••  • • •• 

• • ••  ••  ••  •• 


cafe 


• e ••  ••  90  • • 

• o • • • • • « < • cate 

• • 
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Accent  Sign 39 

Accuracy 19 
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Address,  temporary  and  permanent 18 

Alphabet  for  slate  work 17 

Alphabet  for  writer  work 16 

Anglicized  words 39,  41 , 42 

Apostrophe 21,32 

Apostrophe,  indicating  omitted  figures 32 

Ary,  words  ending  in 46 

Asterisk 21,  35,  38 

Blank  for  enrollment 5,  18,  31,  63 

Book  Committee 13 

Bookholder  (See  “Note”  and  leaflet,  “Braille  Transcribing 

Equipment.”) . . . . < 9 

Brackets 21,  37,  38 

Braille 19,20 

Braille  Alphabets  of  foreign  languages 54 

Braille,  grades 5,  22 

Braille,  how  to  write 6 

Braille  slate 6,  7,  8 

Braille  slate,  model 7 

Braille  writer 6 
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Capital  Sign,  double 32,  33 

Certificates 5,  12,  22 
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Chapters,  arrangement  of 9,  10 

Compound  Signs 21 
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Contractions,  how  to  indicate  in  “copy” 25 
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“Copy”  to  be  submitted  with  transcription 13 

Corrections 8,  9,  10, 18,  19 

Correspondence  course 5,  18 

Course  of  study 5,  18 

Dash 21,  35,45 

Decimals 35 

Decimal  Sign 35 

Dedications 10 

Degree 44 

Diaeresis 42 

Diagrams 10 

Dictionary 8,  25,  46,  47 

Diphthongs 39,42 

Dividing  a word  at  the  end  of  a line 35,  45,  46 
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Dollar  Sign 43 

Double  Capital  Sign 32,33 

Doubtful  points 32 
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Endings 42,  43 

End  of  completed  text 10,  43 

End  of  line 35,  45,  46 

End  of  volume 10,  43 
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Equality  Sign 44 

Equipment — and  instructions  for  using 6,  7,  8,  9 

Equipment — (See  “Note”  and  leaflet,  “Braille  Transcribing 
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Erasers 8, 18,  19 

Ery,  words  ending  in 46 
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Margin 9 

Marginal  or  footnotes 38 
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Mixed  numbers 34 
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Music 54 


Numbering  of  the  dots 19 

Number  Sign 20,  32,  33,  34,  35 

Numerals 21,  34,  35 


Omission  of  a paragraph  or  more 41 

Omission  of  contractions 19 

Omission  of  letters,  word  spaces  and  punctuation  marks 19 

Omission  of  opening  part  of  a paragraph 40 

Omission  of  page  numbers 42 

Omissions,  or  selections  compiled 9 

Omitted  and  misplaced  dots 19 

Order  of  Signs 32 
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Paper 8, 18 
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Paragraph  mark 44 

Parentheses 37 
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Poetry 36 
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